
HQDA Ltr 690-01-1

DAMO-SSW                                                                                                          1 March 2001

Expires 1 March 2003
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Program Referral Registration

SEE DISTRIBUTION

1 . P u r p o s e .  T h i s  l e t t e r  p r o v i d e s  s p e c i f i c  i n f o r m a t i o n  t o  D e p a r t m e n t  o f  t h e  A r m y  ( D A )
e m p l o y e e s  a n d  o t h e r  e l i g i b l e  a p p l i c a n t s  a b o u t  u s i n g  t h e  A r m y  C i v i l i a n  C a r e e r  E v a l u a t i o n
System (ACCES) to apply for DA career program (CP) positions at the mandatory referral
l e v e l s  a n d  t o  c a r e e r  p r o g r a m  m a n a g e r s  ( C P M )  w h o  a s s i s t  i n  t h e  r e f e r r a l  r e g i s t r a t i o n .
S p e c i f i c  i n f o r m a t i o n  i s  a l s o  p r o v i d e d  t o  s e l e c t i n g  o f f i c i a l s  a n d  p e r s o n n e l  s p e c i a l i s t s  a b o u t
using ACCES career referral procedures to fill vacancies.

2 . P r o p o n e n t  a n d  e x c e p t i o n  a u t h o r i t y .  T h e  p r o p o n e n t  o f  t h i s  l e t t e r  i s  t h e  A s s i s t a n t
Secretary of the Army (Manpower and Reserve Affairs) (ASA (M&RA)). The ASA (M&RA)
has the authority to approve exceptions to this letter that are consistent with controlling law
a n d  r e g u l a t i o n .  T h e  A S A  ( M & R A )  m a y  d e l e g a t e  t h e  a p p r o v a l  a u t h o r i t y ,  i n  w r i t i n g ,  t o  a
d i v i s i o n  c h i e f  u n d e r  h i s  s u p e r v i s i o n  w i t h i n  t h e  p r o p o n e n t  a g e n c y  w h o  h o l d s  t h e  r a n k  o f
colonel or civilian equivalent.

3. References.
a. AR 690-950, Career Management, is a required publication.

4 . F o r m s  a n d  I n s t r u c t i o n s .  T h i s  l e t t e r  p r e s c r i b e s  o n l i n e  f o r m s  a n d  i n s t r u c t i o n s  f o r
referral registration in the following career programs:

a. Civilian Human Resource Management, CP-10.
b. Comptroller, CP-11.
c. Safety & Occupational Health Management, CP-12.
d. Supply Management, CP-13.
e. Contracting and Acquisition, CP-14.
f. Materiel Maintenance Management, CP-17.
g. Public Affairs and Communications Media, CP-22.
h. Transportation Management, CP-24.



i. Manpower and Force Management, CP-26.
j. Housing Management, CP-27.
k. Equal Employment Opportunity, CP-28.
l. Education Services, CP-31.
m. Training, CP-32.
n. Information Technology Management, CP-34.
o. Military Personnel Management, CP-50.

5 . I m p l e m e n t a t i o n  o f  F o r m s ,  I n s t r u c t i o n s  a n d  E a s y  A C C E S  W e b s i t e .  T h i s  l e t t e r
i m p l e m e n t s  t h e  f o l l o w i n g  n e w  o n l i n e  D A  f o r m s :  D A  F o r m  5 4 7 0 ,  A r m y  C i v i l i a n  C a r e e r
Evaluation System (ACCES) Consolidated Career Program Referral Registration Application,
DA Form 5470-1, Army Civilian Career Evaluation System (ACCES) Request for Referral,
a n d  D A  F o r m  4 3 3 8 ,  C i v i l i a n  C a r e e r  P r o g r a m  G e o g r a p h i c a l  A v a i l a b i l i t y  S t a t e m e n t .  T h e s e
f o r m s  a r e  e f f e c t i v e  i m m e d i a t e l y  a n d  m u s t  b e  c o m p l e t e d  o n l i n e  o n  t h e  E a s y  A C C E S
website. The Easy ACCES website may be used to initially register or to update ACCES
applications. The ACCES Consolidated Career Program Guide is at Appendix A. The guide
p r o v i d e s  i n s t r u c t i o n s  f o r  c o m p l e t i n g  a  n e w  o r  u p d a t i n g  t h e  A C C E S  C o n s o l i d a t e d  C a r e e r
Program Referral Registration Application, DA Form 5470. Appendix B contains instructions
f o r  s u b m i t t i n g  a n  A r m y  C i v i l i a n  C a r e e r  E v a l u a t i o n  S y s t e m  ( A C C E S )  R e q u e s t  f o r  R e f e r r a l ,
D A  F o r m  5 4 7 0 - 1 .  A p p e n d i x  C  c o n t a i n s  i n s t r u c t i o n s  a n d  i n f o r m a t i o n  a b o u t  r e s u m e s .
A p p e n d i x  D  c o n t a i n s  s u p p l e m e n t a l  r e f e r r a l  r e g i s t r a t i o n  i n s t r u c t i o n s  f o r  n o n - A r m y  o r  n o n -
Federal status applicants. Appendix E contains tables and figures that identify the various
CP ability definitions, the knowledge and ability rating scales, the ACCES registrant score
computation process, and the mandatory referral levels.

6 . T h e  V e t e r a n ’ s  E m p l o y m e n t  O p p o r t u n i t i e s  A c t  o f  1 9 9 8  ( V E O A ) .  V E O A  a l l o w s
preference eligible applicants or veterans who were honorably discharged from the armed
f o r c e s  a f t e r  3  o r  m o r e  y e a r s  o f  a c t i v e  s e r v i c e  t o  c o m p e t e  f o r  v a c a n c i e s  i f  t h e  h i r i n g
a g e n c y  a c c e p t s  a p p l i c a t i o n s  f r o m  a p p l i c a n t s  o u t s i d e  t h e  a g e n c y .  V e t e r a n s  e l i g i b l e  f o r
a p p o i n t m e n t  u n d e r  V E O A  c a n  a p p l y  f o r  r e f e r r a l  t o  A r m y  c a r e e r  p r o g r a m  p o s i t i o n s  w i t h i n
the ACCES referral system if they meet the basic qualifications. Veterans can determine if
t h e y  a r e  e l i g i b l e  f o r  V E O A  b y  c o n t a c t i n g  t h e  O f f i c e  o f  P e r s o n n e l  M a n a g e m e n t  ( O P M )  f o r
more information. Applicants must submit the documents prescribed for Non-Army or Non-
f e d e r a l  s t a t u s  a p p l i c a n t s ,  A p p e n d i x  D ,  a n d  a  D D  F o r m  2 1 4 ,  A r m e d  F o r c e s  o f  t h e  U n i t e d
S t a t e s  R e p o r t  o f  T r a n s f e r  o r  D i s c h a r g e  o r  o t h e r  d o c u m e n t a t i o n  s u p p o r t i n g  t h e i r  e l i g i b i l i t y
status.

7 . O b s o l e t e  F o r m s .  T h e  f o r m s  l i s t e d  i n  t a b l e  7 - 1  b e l o w  a r e  o b s o l e t e  a n d  n o  l o n g e r
acceptable.

Table 7–1
Obsolete Forms

Obsolete Forms

DA 5169-R/5169-1-R CP-10 Civilian Personnel Administration
DA 5470-11-R/5470-11-1-R CP-11 Comptroller

DA Form 5470-12-R/5470-12-1-R CP-12 Safety & Occupational Health Management
DA Form 5470-6-R/5470-6-1-R CP-13/17/24 Logistics (Supply Management, Materiel Mainte-

nance Management, and Transportation Manage-
ment)

DA Form 5470-14-R/5470-14-1-R CP-14 Contracting and Acquisition
DA Form 5470-22-R/5470-22-1-R CP-22 Public Affairs and Communications Media
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Table 7–1
Obsolete Forms —Continued

Obsolete Forms

DA Form 5470-26-R/5470-26-1-R CP-26 Manpower and Force Management
DA Form 5470-27-R/5470-27-1-R CP-27 Housing Management

DA Form 5649-R/5649-1-R CP-28 Equal Employment Opportunity
DA Form 5470-31-R/5470-31-1-R CP-31 Education Services
DA Form 5470-32-R/5470-32-1-R CP-32 Training
DA Form 5470-23-R/5470-23-1-R CP-34 ADP (Track-02)
DA Form 5470-30-R/5470-30-1-R CP-34 Records Management (Track-03)
DA Form 5470-25-R/5470-25-1-R CP-34 Telecommunications (Track 04)
DA Form 5470-22-R/5470-22-1-R CP-34 VI/Pubs/Tech Pubs, (Tracks 05, 06, 07)

DA Form 5610-R/5644-R CP-34 Librarian Track 08
DA Form 2302-R/ DA Form 2302-1-R, Civilian Career Program Civilian Qualification Re-

cord and Continuation Sheet

8. Applicant Data Changes. Due to changes in referral registration procedures for some
c a r e e r  p r o g r a m s ,  t h e  p r o c e s s e s  u s e d  b y  A C C E S  t o  c o n v e r t  s o m e  o f  t h e  c a r e e r  p r o g r a m
applicant data for current registrants are described in table 8-1 below.

Table 8–1
Applicant Data Changes

CP Data Changes

ALL DA Form 4338, Geographical Availability Record, was revised to allow only two choices for percentage of
Temporary Duty Travel availability. They are: 1) ’Available to Travel Less than 25%’ or 2) ’’Available to
Travel More than 25%.’ Current registrants who previously indicated ’Unavailable to Travel’ were con-
verted to the ’Available to Travel Less than 25%’ category because it includes the ’Unavailable for Trav-
el.’ Several locations were combined and the choices that had been listed previously as two separate en-
tries are now combined into one entry. The locations combined into one entry were: Fort Benjamin Har-
rison, Indiana (IN) was combined with Indianapolis, IN; Fort Sam Houston, Texas (TX) was combined
with San Antonio, TX; Columbus, Georgia (GA) was combined with Fort Benning, GA; and Honolulu, Ha-
waii (HI) was combined with Fort Shafter, HI. If an applicant previously selected Ft Sam Houston for
same grade referral and San Antonio for higher grade referral, the record will now show one entry for Ft
Sam Houston, TX (Includes San Antonio) for both same grade and higher grade referral. The following
locations were removed: Fort Sheridan, Illinois; Fort Baker, California; USAREC DRC, USAAA NCR; and
Frankford Arsenal, Pennsylvania. Several location changes were made for Germany. The following loca-
tions were removed: Aschaffenburg; Augsburg; Berlin, Bremerhaven; Fulda; Garmisch; Karlsruhe;
Muchen Gladbach; Munich; Nuernberg; Ober Ramstadt; Pirmasens; Rheinberg; Worms; and Zweibrue-
cken. The following locations were added: Hohenfels, Kitzingen; Schwetzingen; Seckenheim; and Vilse-
ck. Applicants should review their preferences to ensure that their geographical desires are correctly re-
flected. Updates may be submitted online in Easy ACCES. Previous editions of DA Form 4338-R are ob-
solete.

ALL A resume is required for all registrations in ACCES. The DA Forms 2302-R/2302-1-R are obsolete. The
DA Forms 2302-R/2302-1-R of most ACCES registrants were scanned and converted to text resumes as
of January 1997. These text versions can be reviewed in Easy ACCES as resumes and may be modi-
fied. Applicants are encouraged to use the Army Resume Builder, located at http://cpol.army.mil, to cre-
ate resumes online. All applicants must have a resume to complete their referral registration.

CP-13/17/24 A new functional area has been added called Logistics Assistance Position. All current registrants should
update their referral registration records by completing Part B, Referral Desires, of DA Form 5470 and in-
dicating their preferences for this new functional area. For CP-13, a new job category has been added
called Supply Administration, GS-301 and CP-13 careerists should update their referral desires as appro-
priate.

DAMO-SSW
SUBJECT: Army Civilian Career Evaluation System (ACCES) Consolidated Career Pro-
gram Referral Registration
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Table 8–1
Applicant Data Changes —Continued

CP Data Changes

CP-14 Two (2) functional areas were added: Contracting Officer Responsibility and Small Disadvantaged Busi-
ness Responsibility. There is no update required for current registrants. Current registrants who had
previously registered for job category 05--Contract Officer or 08--Small Disadvantaged Business Special-
ist had their data converted so that the new functional areas were included as entries. Current registrants
may change an entry at any time to remove the functional areas. Job category 05-Contract Officer is no
longer available. To fill a Contract Specialist position with Contracting Officer duties, the functional area
of Contract Officer Responsibility must be selected when requesting ACCES referral lists.

CP-22 The ’Job Category’ was changed. All job categories, other than 05-Public Affairs Specialist, were moved
to CP-34. All current registrants in CP-22 who previously registered for either job category 05-Public Af-
fairs Specialist or 41-Public Affairs Specialist, regardless of current series, are now considered as current
registrants in CP-22 exclusively. The only job category remaining in CP-22, 05-Public Affairs Specialist,
is a combination of 05 and 41-Public Affairs Specialist. The knowledge definitions, including supervisory
definitions, originally used for Public Affairs positions have been moved into the new CP-22 database.
The knowledge definitions originally numbered as 33 - 55 and 213 - 222 have been renumbered as 1 -
33. The definitions and the previous ratings have not changed. New accomplishment submissions for
CP-22 will continue to be entered in CP-34 if the current registrant is active in both CP-22 and CP-34 for
career areas 05-Visual Information, 06-Publications, and 07-Technical Publications.

CP-31 A new ability definition, ’Decision Making Ability,’ was added. There are now two separate abilities to be
rated by management. The definition of ’Ability to Analyze,’ listed in Part D, Employee’s Statements of
Accomplishments, was revised to ’Analyze/Decision Making Ability.’ This increases the importance of the
accomplishment ability in the overall referral score. The rating of current registrants for the previously ti-
tled ’Ability to Analyze’ was duplicated in the database. No new ratings or accomplishment narrative sub-
missions are required. However, updates or changes may be submitted at any time.

CP-32 A new special skill, 43-Simulations, was added. Current registrants should update their records to add
43-Simulations.

CP-34 The applicant information was moved to CP-34, Information Technology Management, for current regis-
trants in the following career programs: Librarian (CP-21); Public Affairs (CP-22) for referral to job cate-
gories in occupational series 1001, 1020, 1060, 1071, 1082, 1083, 1084; ADP (CP-23); Telecommunica-
tions (CP-25) and Records Management, CP-30. The changes are listed in Table 8-2 below.

Table 8–2
CP-34 Career Area Identifier

Old Career Program Number New CP-34 Career Area Identifier

CP-23 Automatic Data Processing 02-Automation
CP-30 Records Management 03-Records Management
CP-25 Telecommunications 04-Telecommunications

CP-22 Job Categories in Series 1001, 1020, 1060, 1071, 1084 05-Visual Information
CP-22 Job Categories in Series 1082 06-Publications
CP-22 Job Categories in Series 1083 07-Technical Publications

CP-21-Librarian 08-Librarian

9 . P r o g r a m  C o v e r a g e .  A C C E S  c o v e r s  a l l  f u l l - t i m e  p e r m a n e n t ,  c o m p e t i t i v e  s e r v i c e
p o s i t i o n s  i n  D A  c a r e e r  p r o g r a m s  a t  t h e  m a n d a t o r y  r e f e r r a l  l e v e l s  ( s e e  T a b l e  E - 1 5 ) .
Positions below the mandatory referral levels will be filled using local merit promotion and
placement procedures or through the Intern Program.

1 0 . T a b l e  o f  C o n t e n t s .  A p p e n d i x  A :  A r m y  C i v i l i a n  C a r e e r  E v a l u a t i o n  S y s t e m
Consolidated Career Program Guide
Appendix B: Army Civilian Career Evaluation System Request for Referral Guide
Appendix C: Instructions for Completing the Resume
A p p e n d i x  D :  I n s t r u c t i o n s  f o r  R e f e r r a l  R e g i s t r a t i o n  o f  N o n - A r m y  o r  N o n - F e d e r a l  S t a t u s
Applicants
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Appendix E: Tables and Figures

1 1 . C e n t r a l  R e f e r r a l  O f f i c e s  ( C R O )  M a i l i n g  A d d r e s s e s .  T w o  C R O s  a d m i n i s t e r  t h e
ACCES system. Most ACCES career programs are administered at ASA (M&RA), Central
Program Operations Division, Career Management Operations Branch (CMOB), Attn: SFCP-
COC CP-__, 200 Stovall Street, Alexandria, VA 22332-0320. The Training Career Program
(CP-32) CRO is administered at HQ TRADOC, ODCST, Training Career Program Central
Referral Office (CP-32), Attn: ATTG-ZC-TCP, 2 Darby Street, Fort Monroe, VA 23651-5000.

12. Points of Contact. Applicants should contact their activity CPM or civilian personnel
advisory center (CPAC) for questions pertaining to the ACCES. CPACs unable to answer
q u e s t i o n s  a b o u t  t h e  A C C E S  s h o u l d  c o n t a c t  t h e  a p p r o p r i a t e  m o d u l e  w i t h i n  t h e  C R O  f o r
g u i d a n c e  i n  r e s p o n d i n g  t o  t h e i r  e m p l o y e e s .  T h e  C R O  m a y  b e  c o n t a c t e d  b y  p h o n e ,
facsimile (Fax), or email using the following module phone numbers and addresses:

a. Resources Module - ResMod@asamra.hoffman.army.mil, Phone: (703) 325-1396, Fax:
(703) 325-9651/0013, DSN: 221.

(1) CP-10: Civilian Human Resource Management
(2) CP-11: Comptroller
(3) CP-26: Manpower and Force Management

b. Information Management Plus Module – IMod@asamra.hoffman.army.mil, Phone: (703)
325-8032, Fax: (703) 325-9651/0013, DSN: 221.

(1) CP-12: Safety and Occupational Health Management
(2) CP-22: Public Affairs and Communications Media
(3) CP- 27: Housing Management
(4) CP-28: Equal Employment Opportunity
(5) CP-31: Education Services
(6) CP-34: Information Technology Management

c. Acquisition Module – AcqMod@asamra.hoffman.army.mil, Phone: (703) 325-9574, Fax:
(703) 325-9651/0013, DSN: 221

(1) CP-13: Supply Management
(2) CP-14: Contracting and Acquisition
(3) CP-17: Materiel Maintenance Management
(4) CP-24: Transportation Management
(5) CP-50: Military Personnel Management

d .  T r a i n i n g  C a r e e r  P r o g r a m  –  a l e x a n d t @ m o n r o e . a r m y . m i l ,  P h o n e :  ( 8 0 4 )  7 2 8 - 5 6 4 7 ,  F a x :
(804) 728-5635, DSN: 680. CP-32: Training.

DAMO-SSW
SUBJECT: Army Civilian Career Evaluation System (ACCES) Consolidated Career Pro-
gram Referral Registration
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Appendix A
Army Civilian Career Evaluation System Consolidated Career Program Guide

SECTION I. Introduction

A – 1 . G e n e r a l .  O n  J u n e  0 3 ,  1 9 9 8 ,  t h e  O f f i c e  o f  t h e  A S A  ( M & R A ) ,  C e n t r a l  P r o g r a m
O p e r a t i o n s  D i v i s i o n ,  C a r e e r  M a n a g e m e n t  O p e r a t i o n s  B r a n c h ,  d e b u t e d  a  w e b s i t e  c a l l e d
E a s y  A C C E S .  T h i s  w e b s i t e  i s  u s e d  b y  a p p l i c a n t s  w h o  w i s h  t o  b e  r e f e r r e d  f o r  c i v i l i a n
c a r e e r  p r o g r a m  p o s i t i o n  v a c a n c i e s  i n  A r m y .  A r m y  c i v i l i a n  c a r e e r  p r o g r a m  e m p l o y e e s  a n d
o t h e r  e l i g i b l e s  i n t e r e s t e d  i n  r e g i s t e r i n g  f o r  p r o m o t i o n  o r  r e f e r r a l  c o n s i d e r a t i o n  t o  p o s i t i o n s
filled by ACCES may do so at this website. The referral registration process is completed
online.

A – 2 . O p e r a t i n g  E n v i r o n m e n t .  E a s y  A C C E S  o p e r a t e s  i n  a n  e n c r y p t e d  e n v i r o n m e n t  t h a t
r e q u i r e s  a  u s e r  i d e n t i f i c a t i o n  ( U s e r  I D )  a n d  a  p e r s o n n e l  i d e n t i f i c a t i o n  n u m b e r  ( P I N )  f o r
a p p l i c a n t s  t o  v i e w  a n d  u p d a t e  t h e i r  A C C E S  i n f o r m a t i o n .  S u p e r v i s o r s  a n d  r e v i e w e r s  a r e
also required to obtain a User ID and a PIN in order to provide management ratings for
employees that they supervise.

A – 3 . W e b s i t e .  E a s y  A C C E S  c a n  b e  a c c e s s e d  a t  h t t p s : / / c p o l . a r m y . m i l / e z a c c e s  t o  i n i t i a l l y
r e g i s t e r  o r  u p d a t e  a l l  c a r e e r  p r o g r a m  A C C E S  r e g i s t r a t i o n  r e c o r d s .  F r o m  t h i s  s i t e ,  t h e
a p p l i c a n t  c a n  a p p l y  f o r  a  U s e r  I D  a n d  P I N  i n  o r d e r  t o  c o m p l e t e  a n  i n i t i a l  r e f e r r a l
r e g i s t r a t i o n  o r  r e v i e w  a n d  u p d a t e  a n  e x i s t i n g  A C C E S  r e g i s t r a t i o n .  S u p e r v i s o r s  a n d
reviewers can also apply for a User ID and PIN at this site so that they can assign ratings
to their employees’ knowledges or abilities.

A – 4 . R e q u i r e m e n t s .  A p p l i c a n t s  m u s t  h a v e  a t  l e a s t  a  “ f u l l y  s u c c e s s f u l ”  o r  e q u i v a l e n t
p e r f o r m a n c e  a p p r a i s a l  t o  r e g i s t e r  i n  A C C E S  f o r  p r o m o t i o n .  D i s p l a c e d  f e d e r a l  e m p l o y e e s
m a y  b e  e n t i t l e d  t o  r e c e i v e  s p e c i a l  p r i o r i t y  c o n s i d e r a t i o n  u n d e r  t h e  I n t e r a g e n c y  C a r e e r
Transition Assistance Plan. Contact the nearest civilian personnel advisory center (CPAC)
o r  v i s i t  t h e  C i v i l i a n  P e r s o n n e l  O n l i n e  ( C P O L )  h o m e  p a g e  a t  h t t p : / / c p o l . a r m y . m i l  f o r
additional information.

SECTION II. Referral Registration

A–5. General information.
a .  A C C E S  s h o u l d  b e  c o n s i d e r e d  a n  o p e n  c o n t i n u o u s  a n n o u n c e m e n t  w i t h  r e f e r r a l

r e g i s t r a t i o n  a v a i l a b l e  t o  a p p l i c a n t s  a t  a n y  t i m e .  T h e r e f o r e ,  A C C E S  d o e s  n o t  h a v e  a n
a n n u a l  e v a l u a t i o n  s u b m i s s i o n  r e q u i r e m e n t .  H o w e v e r ,  a p p l i c a n t s  s h o u l d  r e v i e w  a n d  u p d a t e
t h e i r  r e c o r d s  a n n u a l l y  a n d  e a c h  t i m e  t h e y  a r e  a s s i g n e d  a  n e w  s u p e r v i s o r .  A  n e w
s u p e r v i s o r  i s  r e s p o n s i b l e ,  w i t h i n  a  r e a s o n a b l e  p e r i o d  ( 4  t o  6  m o n t h s ) ,  f o r  r e v i e w i n g  t h e
a p p l i c a n t ’ s  A C C E S  k n o w l e d g e  a n d  a b i l i t y  r a t i n g s  a n d  s u b m i t t i n g  a n y  r a t i n g  c h a n g e s  i n t o
A C C E S .  R e g i s t e r e d  a p p l i c a n t s  a n d  m a n a g e m e n t  o f f i c i a l s  m a y  e n t e r  t h e i r  c h a n g e s  a t  a n y
t i m e .  C h a n g e s  b e c o m e  e f f e c t i v e  a s  s o o n  a s  s u b m i t t e d  i n t o  t h e  A C C E S  d a t a b a s e .
A p p l i c a n t s  m u s t  u p d a t e  t h e i r  i n f o r m a t i o n  p r o m p t l y  t o  a v o i d  m i s s i n g  a  d e s i r e d  r e f e r r a l
opportunity. New accomplishment statements submitted by applicants are evaluated during
t h e  n e x t  r a t i n g  s e s s i o n .  A c c o m p l i s h m e n t  r a t i n g  p a n e l s  a r e  c o n v e n e d  q u a r t e r l y .  O n l y  t h e
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h i g h e s t  r a t e d  a c c o m p l i s h m e n t s  a r e  r e t a i n e d .  I f  a n  a p p l i c a n t  s u b m i t s  a n  a c c o m p l i s h m e n t
statement that is rated lower than the one on file, the rating on file is retained.

b .  A C C E S  d o e s  n o t  a u t o m a t i c a l l y  u p d a t e  a p p l i c a n t s ’  r e c o r d s  w h e n  t h e y  a r e  p r o m o t e d ,
a r e  r e a s s i g n e d ,  o r  t r a n s f e r  t o  o t h e r  a g e n c i e s .  T h e r e f o r e ,  a p p l i c a n t s  m u s t  u p d a t e  t h e i r
r e c o r d s  w h e n e v e r  c h a n g e s  o c c u r  ( f o r  e x a m p l e ,  c h a n g e  i n  s e r i e s ,  g r a d e ,  l o c a t i o n ,  h o m e
a d d r e s s ,  r e f e r r a l  d e s i r e s ,  g e o g r a p h i c a l  a v a i l a b i l i t y ,  e t c . ) .  W h e n  a n  a p p l i c a n t ’ s  r e c o r d  i s
f o u n d  t o  b e  n o t  c u r r e n t ,  t h e  r e c o r d  m a y  b e  i n a c t i v a t e d  p e n d i n g  r e c e i p t  o f  t h e  u p d a t e d
information. Inactivated records are retained for two years. After two years, the records are
permanently deleted and a completely new ACCES initial submission is required in order to
re-activate the referral registration.

c .  F e e d b a c k  f r o m  a n  i n i t i a l  r e f e r r a l  r e g i s t r a t i o n  i s  v i e w e d  o n  t h e  E a s y  A C C E S  w e b s i t e .
Electronic updates on Easy ACCES do not generate paper feedback from the CRO office
b e c a u s e  t h e  f e e d b a c k  c a n  b e  v i e w e d  f r o m  t h e  E a s y  A C C E S  r e g i s t r a t i o n  s c r e e n s .
Applicants are responsible for validating the accuracy of their online records.

d. The CRO sends a notification letter to the applicant each time he or she is referred.
When the Easy ACCES website is fully implemented, this will be accomplished by email.
The letter provides information about the vacant position such as location, duties, travel, or
overtime requirements, etc. Applicants interested in referral for the position on the referral
notification letter must submit the requested information on the notification by the indicated
suspense date. See Career Program Unique Instructions, Appendix A, Section III, for any
additional requirements.

e. GS-15 applicants interested in referral for reassignment must complete the employee
statement, referral desires, geographical availability, and a resume on the DA Form 5470.
G e n e r a l l y ,  t h e  r e m a i n i n g  s e c t i o n s  ( k n o w l e d g e  a n d  a b i l i t i e s  r a t i n g s )  o f  t h e  D A  F o r m  5 4 7 0
a r e  n o t  r e q u i r e d  b e c a u s e  G S - 1 5  a p p l i c a n t s  c a n n o t  u s e  A C C E S  f o r  p r o m o t i o n  a n d ,
therefore, do not need the knowledge and ability ratings. The CRO will enter administrative
ratings of “5” into the database so that the system can produce a referral list. See Career
Program Unique Instructions, Appendix A, Section III, for additional requirements for CP-10,
CP-11, and CP-14.

f .  N o n - A r m y  a p p l i c a n t s  s h o u l d  c o n t a c t  t h e  a p p r o p r i a t e  C R O  a n d  f o l l o w  t h e  a d d i t i o n a l
instructions for DA Form 5470 in Appendix D before registering in Easy ACCES.

g .  T h e r e  i s  a  r e q u i r e m e n t  i n  A C C E S  f o r  s u b j e c t  m a t t e r  e x p e r t  ( S M E )  i n v o l v e m e n t .  A n
S M E  i s  a n  i n d i v i d u a l  w h o  i s / h a s  b e e n  i n  o r  m a n a g e d  t h e  r e s o u r c e s  o f  t h e  c a r e e r  f i e l d
( i n c l u d i n g  a  c o m p a r a b l e  m i l i t a r y  a r e a  o f  c o n c e n t r a t i o n )  f o r  w h i c h  t h e  a p p l i c a n t  i s
r e g i s t e r i n g .  I f  t h e  i m m e d i a t e  s u p e r v i s o r  o r  r e v i e w e r  i s  n o t  a n  S M E ,  t h e  r e v i e w e r  m u s t
c o n s u l t  w i t h  o n e .  T h i s  a p p l i e s  u n l e s s  S e c t i o n  I I I ,  C a r e e r  P r o g r a m  U n i q u e  A p p l i c a n t
I n s t r u c t i o n s ,  p r e s c r i b e s  o t h e r w i s e .  T h e  F C R  o r  a s s i g n e d  r e p r e s e n t a t i v e  w i l l  s e r v e  a s  t h e
reviewer for all non-Army status applicants.

h .  B a s e d  o n  e x p e r i e n c e  w i t h  A C C E S ,  t h e  m a j o r i t y  o f  k n o w l e d g e  r a t i n g s  a r e  f a i r  a n d
c a n d i d  ( t h a t  i s ,  n o t  i n f l a t e d ) .  H o w e v e r ,  i n f l a t e d  r a t i n g s  f r o m  e v e n  a  f e w  a p p l i c a n t s ,
s u p e r v i s o r s ,  o r  r e v i e w e r s  w i l l  l o w e r  t h e  e f f e c t i v e n e s s  o f  t h e  s y s t e m .  T h e  C R O ,  i n
c o n j u n c t i o n  w i t h  f u n c t i o n a l  S M E ,  w i l l  p e r i o d i c a l l y  c o m p a r e  i n d i v i d u a l  a p p l i c a n t  r a t i n g s ,
s u p e r v i s o r  r a t i n g s ,  a n d  r e v i e w e r  r a t i n g s  w i t h  t h e  e x p e r i e n c e s  l i s t e d  o n  t h e  r e s u m e  t o
c o n f i r m  e x p o s u r e  t o  k n o w l e d g e s .  W h e r e  n o  e x p o s u r e  c a n  b e  i d e n t i f i e d ,  t h e  a p p l i c a n t ,
supervisor, or reviewer will be sent notification, through command channels, requesting that
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t h e  r a t e r  e i t h e r  c h a n g e  t h e  r a t i n g s  o r  e n s u r e  t h a t  t h e  r e s u m e  i s  u p d a t e d  t o  s h o w  t h e
relevant experience.

A–6. Initial referral registration.
a .  D A  F o r m  5 4 7 0 ,  A r m y  C i v i l i a n  C a r e e r  E v a l u a t i o n  S y s t e m  ( A C C E S )  C o n s o l i d a t e d

Career Program Referral Registration Application, Parts A through E.
b .  R e s u m e .  T h e  D A  F o r m  2 3 0 2 - R ,  C i v i l i a n  Q u a l i f i c a t i o n  R e c o r d  i s  n o w  o b s o l e t e .  ( S e e

Appendix C for instructions)
c. DA Form 4338, Civilian Career Program Geographical Availability statement.
d .  A p p l i c a n t s  w h o  a r e  e l i g i b l e  f o r  r e p r o m o t i o n  m u s t  c o n t a c t  t h e  a p p r o p r i a t e  C R O  a n d

submit an original of DA Form 4343-R, Civilian Career Program Repromotion Registration,
a l o n g  w i t h  o t h e r  s u p p o r t i n g  d o c u m e n t a t i o n ,  e . g . ,  a  c o p y  o f  t h e  S t a n d a r d  F o r m  ( S F )  5 0 - B
( N o t i f i c a t i o n  o f  P e r s o n n e l  A c t i o n )  e f f e c t i n g  t h e  d o w n g r a d e  a c t i o n .  I n f o r m a t i o n  a b o u t
r e p r o m o t i o n  e l i g i b i l i t y  i s  d e s c r i b e d  i n  A R  6 9 0 - 9 5 0 ,  C a r e e r  M a n a g e m e n t .  T h e  D A  F o r m
4343-R is available at http://www.usapa.army.mil or the Army Electronic Library (AEL) CD-
ROM.

A – 7 . E a s y  A C C E S  R e g i s t r a t i o n  S c r e e n s .  T h i s  s e c t i o n  i s  a  g u i d e  t o  t h e  i n f o r m a t i o n
p r e s e n t e d  o n  e a c h  s c r e e n  w i t h i n  E a s y  A C C E S  a n d  i s  l o c a t e d  u n d e r  t h e  v a r i o u s  h e l p
b u t t o n s  o n  t h e  w e b s i t e .  I t  e x p l a i n s  h o w  e a c h  s c r e e n  f u n c t i o n s  a n d  w h a t  t y p e s  o f
information and interaction are expected on that screen.

a .  A p p l y  f o r  a  U s e r  I D .  T h i s  s c r e e n  a l l o w s  a p p l i c a n t s  t o  g a i n  a c c e s s  i n t o  t h e  E a s y
ACCES system. Supervisors and reviewers must go through this section also to obtain a
U s e r  I D  a n d  P I N  s o  t h a t  t h e y  c a n  a c c e s s  t h e  S u p e r v i s o r / R e v i e w e r  s e c t i o n .  I n f o r m a t i o n
about supervisor/reviewer application can be found in paragraph A-8.

b .  W o r k  o n  R e g i s t r a t i o n  P a c k a g e .  T h i s  s c r e e n  i s  u s e d  f o r  u p d a t i n g  o r  i n i t i a l  r e f e r r a l
registration in a career program.

c .  S u p e r v i s o r / R e v i e w e r .  T h i s  s c r e e n  u s e d  b y  s u p e r v i s o r s  a n d  m a n a g e r s  t o  r a t e  t h e i r
employees.

d. Referral List Request. This screen shows users how to request a referral list.
e. User Login. This screen is shown after the Work on Registration Package screen or

the Supervisor/Reviewer screen. It is used to verify that the user has permission to enter
specific portions of the Easy ACCES system. After authentication, the applicant can enter
a n d  r e g i s t e r  i n  A C C E S  f o r  t h e  f i r s t  t i m e  ( i n i t i a l  r e f e r r a l  r e g i s t r a t i o n )  o r  u p d a t e  a  c u r r e n t
A C C E S  r e g i s t r a t i o n .  I t  a l s o  a l l o w s  s u p e r v i s o r s  o r  r e v i e w e r s  t o  e n t e r  t h e  S u p e r v i s o r /
Reviewer section. Applicants, supervisors, or reviewers who have not requested a User ID
and PIN should go to the Apply for User ID section.

f .  F r e q u e n t l y  A s k e d  Q u e s t i o n s  ( F A Q ) .  T h i s  s e c t i o n  l i s t s  t h e  a n s w e r s  t o  t h e  m o s t  F A Q
f r o m  u s e r s .  T h i s  s e c t i o n  a l s o  i n c l u d e s  f r e q u e n t l y  r e q u e s t e d  e m a i l  a d d r e s s e s ,  m a i l
addresses, and phone numbers.

g. Career Program Selection. This screen will check to see if there is a current ACCES
r e c o r d  f o r  t h e  c a r e e r  p r o g r a m  s e l e c t e d .  I t  w i l l  n o t i f y  t h e  a p p l i c a n t  i f  h e  o r  s h e  i s  n o t
currently registered in the selected career program. The screen is designed to ensure that
t h e  a p p l i c a n t  d o e s  n o t  c r e a t e  a n  u n n e c e s s a r y  r e c o r d  i n  t h e  r e g i s t r a t i o n  a r e a .  A p p l i c a n t s
self-certify their qualifications for the positions in the ACCES registration area for the series
and grade for which registering. If the applicant cannot indicate yes for the self-certification,
the applicant should stop the referral registration and verify qualifications. Information about
q u a l i f i c a t i o n s  c a n  b e  o b t a i n e d  b y  c o n t a c t i n g  t h e  n e a r e s t  A r m y  C P A C  o r  c h e c k i n g  t h e
i n f o r m a t i o n  i n  t h e  O P M  Q u a l i f i c a t i o n s  S t a n d a r d s  H a n d b o o k  l o c a t e d  i n  t h e  C P O L  O n l i n e
Home Page Library.
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h. Registration Status and Update Menu. This screen is used to access any part of the
referral registration record. Everything begins and ends here when updating any part of the
record. It shows the applicant’s overall status or just the status of the part currently being
worked. The screen is subdivided into Changeable Parts and Viewable Parts as described
below.

( 1 )  C a r e e r  P r o g r a m .  T h e  c a r e e r  p r o g r a m  s h o w n  i s  t h e  s a m e  a s  t h e  c a r e e r  p r o g r a m
s e l e c t e d  o n  t h e  p r e v i o u s  s c r e e n .  I f  i t  s h o w s  a  p r o g r a m  f o r  w h i c h  t h e  a p p l i c a n t  i s  n o t
eligible, the applicant should end the referral registration and re-select the correct program
on the previous screen.

( 2 )  E l i g i b l e  f o r  R e f e r r a l .  T h i s  s h o w s  t h e  r e f e r r a l  s t a t u s  o f  t h e  a p p l i c a n t .  I f  Y E S  i s
s h o w n ,  t h e  a p p l i c a n t ’ s  r e c o r d  i s  b e i n g  c o n s i d e r e d  f o r  r e f e r r a l  l i s t  g e n e r a t i o n .  I f  N O  i s
s h o w n ,  t h e  a p p l i c a n t ’ s  r e c o r d  i s  n o t  b e i n g  c o n s i d e r e d  f o r  r e f e r r a l .  C l i c k  o n  e a c h  C P
h y p e r l i n k  t o  v i e w  d e f i c i e n c i e s  f o r  e a c h  C P .  T h e s e  d e f i c i e n c i e s  m u s t  b e  c o r r e c t e d  b e f o r e
t h e  a p p l i c a n t ’ s  r e c o r d  w i l l  b e  c o n s i d e r e d  f o r  r e f e r r a l .  T h e  C R O  m u s t  b e  c o n t a c t e d  t o
remove a suspension.

(3) Changeable Parts Area. Select a radio button on the left side of the part desired.
G o  t o  t h e  b o t t o m  o f  t h e  s c r e e n  a n d  p r e s s  t h e  “ s u b m i t ”  b u t t o n  t o  g o  t o  t h a t  p a r t  o f  t h e
record. In the following parts, the applicant may choose to “update the database and return
to the status menu” by pressing the “submit” button when entries are completed or choose
“do not update and return to status menu” which makes no change to the record. If the
a p p l i c a n t  c h o o s e s  t o  r e t u r n  t o  t h e  E a s y  A C C E S  h o m e  p a g e ,  t h i s  w i l l  n o t  u p d a t e  t h e
record.

( a )  P a r t  A - E m p l o y e e ’ s  S t a t e m e n t .  E n t e r  d e m o g r a p h i c  i n f o r m a t i o n .  F o r  a d d r e s s e s ,
enter the applicant’s home and office addresses. Applicants located overseas must provide
a U.S government mailing address (for example Army Post Office (APO) address), not a
local foreign street address. Mail to overseas areas is sent to the APO address because
delivery to a foreign street address is not possible. The email addresses of the applicant,
s u p e r v i s o r ,  a n d  r e v i e w e r  m u s t  b e  i n c l u d e d .  T h e  a p p l i c a n t ’ s  e m a i l  a d d r e s s  i s  i m p o r t a n t
b e c a u s e  i t  w i l l  b e c o m e  t h e  p r i m a r y  m e t h o d  o f  i n t e r a c t i o n  b e t w e e n  t h e  C R O  a n d  t h e
applicant once Easy ACCES is fully implemented. Due to security issues, email addresses
c a n n o t  b e  s h a r e d .  E a c h  e m p l o y e e  m u s t  h a v e  a n  i n d i v i d u a l  u n i q u e  e m a i l  a d d r e s s .  I f  t h e
s u p e r v i s o r  o r  r e v i e w e r  e m a i l  a d d r e s s e s  a r e  n o t  p r o v i d e d ,  t h e  s y s t e m  w i l l  n o t  a u t h o r i z e
t h e m  a c c e s s  t o  t h e  a p p l i c a n t ’ s  r e c o r d s .  T h e  a p p l i c a n t  m u s t  e n s u r e  t h e  i n f o r m a t i o n  i s
a c c u r a t e  a n d  c u r r e n t .  F a i l u r e  t o  k e e p  t h e  i n f o r m a t i o n  a c c u r a t e  a n d  c u r r e n t  m a y  r e s u l t  i n
loss of referral consideration or inactivation of the referral record

( b )  P a r t  B - R e f e r r a l  D e s i r e s .  R e f e r r a l  g r a d e s  a n d  j o b  c a t e g o r i e s  a v a i l a b l e  f o r
c o n s i d e r a t i o n  a r e  l o c a t e d  h e r e .  T h e  a p p l i c a n t  m u s t  m a r k  t h e  g r a d e  l e v e l s  f o r  w h i c h
q u a l i f i e d  a n d  r e f e r r a l s  a r e  d e s i r e d .  C h o o s e  o n l y  t h e  g r a d e  l e v e l s  f o r  w h i c h  q u a l i f i e d .  A t
l e a s t  o n e  c a t e g o r y  f r o m  t h e  l i s t  m u s t  b e  c h o s e n .  U n l e s s  a p p l y i n g  u n d e r  a  s p e c i a l
appointing authority, the applicant must have accumulated at least 9 months time-in-grade
a t  t h e  n e x t  l o w e r  g r a d e  l e v e l  t o  b e  r e f e r r e d  a s  a  p r o m o t i o n  a p p l i c a n t .  I f  c a t e g o r i e s  a r e
shown, the applicant must have at least one functional area, elective element, and special
skill. Additional information about qualification and time-in-grade requirements can be found
at the CPOL website (http://CPOL.army.mil) in the Personnel Management and Information
S u p p o r t  S y s t e m  ( P E R M I S S )  s e c t i o n .  D e m o n s t r a t i o n  p o s i t i o n  a p p l i c a n t s  m u s t  m a k e  e n t r i e s
that agree with time-in-grade requirements.
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( c )  P a r t  C - E m p l o y e e ’ s  K n o w l e d g e  R a t i n g s .  U s i n g  t h e  k n o w l e d g e  r a t i n g  s c a l e ,
a p p l i c a n t s  r a t e  t h e m s e l v e s  f o r  e a c h  a p p l i c a b l e  k n o w l e d g e  s t a t e m e n t  d e f i n i t i o n .  T h e s e
k n o w l e d g e  r a t i n g s  m a y  b e  u p d a t e d  a t  a n y  t i m e .  T h e  r e s u m e  s u b m i t t e d  i n  E a s y  A C C E S
must reflect the level of knowledge selected.

( d )  P a r t  D - E m p l o y e e  S t a t e m e n t s  o f  A c c o m p l i s h m e n t .  T h e  d r o p - d o w n  l i s t  i d e n t i f i e s
t h e  r e q u i r e d  a b i l i t i e s  f o r  t h a t  c a r e e r  p r o g r a m .  A p p l i c a n t s  m u s t  c o m p l e t e  a t  l e a s t  o n e
narrative for each ability. However, each ability offers two opportunities to provide narrative
s t a t e m e n t s  o f  a c c o m p l i s h m e n t  f o r  s e s s i o n  r a t i n g s .  A p p l i c a n t s  w i t h  c o m p l e t e d  s e s s i o n
results do not need to resubmit narratives to be rated. Applicants can save each narrative
as partial work or send the completed versions to the rating session. Submitting one ability
to a rating session does not send the remaining ability statements also. Each ability must
be submitted separately to the rating session. Saving a narrative as partial work does not
send it to a rating session.

(e) Part F-Suspend My Participation in ACCES. Applicants may choose to suspend
their referral in ACCES because of a recent promotion, a personal situation, etc. Applicants
m a y  r e m a i n  i n a c t i v e  i n  A C C E S  f o r  u p  t o  2  y e a r s  f r o m  t h e  d a t e  t h e  s u s p e n s i o n  w a s
initiated. Applicants must contact the CRO to reinstate their referral. After the two-year time
limit, the record is completely deleted from ACCES.

( f )  D A  4 3 3 8 - C i v i l i a n  C a r e e r  P r o g r a m  G e o g r a p h i c a l  A v a i l a b i l i t y  S t a t e m e n t .  T h i s
section allows applicants to choose their geographical preferences for referral consideration.
A p p l i c a n t s  m u s t  e n s u r e  t h a t  t h e i r  c h o i c e s  f o r  t y p e s  o f  g e o g r a p h i c a l  p r e f e r e n c e s  ( f o r
e x a m p l e ,  l o w e r  g r a d e ,  s a m e  g r a d e ,  o r  h i g h e r  g r a d e )  c o r r e s p o n d  c o r r e c t l y  w i t h  t h e  g r a d e
and referral desires they have chosen in the referral desires section in Part B of their DA
F o r m  5 7 4 0 .  T h e  c o m p u t e r  w i l l  d e t e r m i n e  i f  t h e  c o r r e c t  a n d  c o r r e s p o n d i n g  j o b  c a t e g o r i e s
h a v e  b e e n  c h o s e n .  I t  m a y  c h a n g e  e l i g i b i l i t y  f o r  r e f e r r a l  i f  t h i s  i s  c o m p l e t e d  i n c o r r e c t l y .
A p p l i c a n t s  s h o u l d  r e t u r n  t o  t h e  s t a t u s  m e n u  a f t e r  s u b m i t t i n g  t h e i r  c h o i c e s  t o  r e v i e w  t h e i r
referral status before exiting Easy ACCES.

(g) Resume. This section will allow the applicant to maintain a resume qualification
r e c o r d  i n  E a s y  A C C E S .  T h e  r e s u m e  m a y  b e  a  f r e e - f o r m  d o c u m e n t  b u t  m a y  n o t  e x c e e d
17,000 characters in length. The resume should be saved as a “text” file then copied and
pasted in the resume box before pressing the Update Database button. Applicants should
use the Army Resume builder and then cut and paste the information into the resume text
box.

(4) View Only. This section of the Status Menu shows viewable entries made by other
processes within ACCES. Items in this section are viewable only and cannot be updated or
corrected within this section. To update information, see paragraph A-7h(3) above.

( a )  P a r t  D  -  M o s t  R e c e n t l y  S u b m i t t e d  A c c o m p l i s h m e n t  n a r r a t i v e ( s ) .  T h i s  s c r e e n
s h o w s  t h e  a p p l i c a n t  t h e i r  m o s t  r e c e n t  a c c o m p l i s h m e n t  n a r r a t i v e  s u b m i s s i o n s  f o r  t h e  n e x t
rating session.

( b )  P a r t  E - S u p e r v i s o r  K n o w l e d g e  R a t i n g s .  T h i s  s c r e e n  s h o w s  t h e  r a t i n g s  b y  t h e
s u p e r v i s o r  c u r r e n t l y  e n t e r e d  i n  t h e  e m p l o y e e ’ s  k n o w l e d g e  r a t i n g  a r e a .  I f  t h e  s e c t i o n
indicates that the ratings are “incomplete,” the applicant should press the “notify supervisor”
button at bottom of the Status Menu to request ratings from the supervisor.

( c )  P a r t  E - R e v i e w e r  K n o w l e d g e  R a t i n g s .  T h i s  s c r e e n  s h o w s  t h e  r a t i n g s  b y  t h e
reviewer currently entered in the employee’s knowledge rating area. If the section indicates
that the ratings are “incomplete,” the applicant should press the “notify reviewer” button at
bottom of the Status Menu to request ratings from the reviewer.

( d )  P a r t  E - S u p e r v i s o r  A b i l i t y  R a t i n g s .  T h i s  s c r e e n  s h o w s  t h e  r a t i n g s  b y  t h e
s u p e r v i s o r  c u r r e n t l y  e n t e r e d  i n  t h e  a p p l i c a n t ’ s  a b i l i t y  r a t i n g  a r e a .  I f  t h e  s e c t i o n  i n d i c a t e s
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that the ratings are “incomplete,” the applicant should press the “notify supervisor” button
at the bottom of the Status Menu to request ratings from the supervisor.

( e )  P a r t  E - R e v i e w e r  A b i l i t y  R a t i n g s .  T h i s  s c r e e n  s h o w s  t h e  r a t i n g s  b y  t h e  r e v i e w e r
c u r r e n t l y  e n t e r e d  i n  t h e  a p p l i c a n t ’ s  a b i l i t y  r a t i n g  a r e a .  I f  t h e  s e c t i o n  i n d i c a t e s  t h a t  t h e
r a t i n g s  a r e  “ i n c o m p l e t e , ”  t h e  a p p l i c a n t  s h o u l d  p r e s s  t h e  “ n o t i f y  r e v i e w e r ”  b u t t o n  a t  t h e
bottom of the Status Menu to request ratings from the reviewer.

( f )  P a r t  F - R e i n s t a t e  M y  P a r t i c i p a t i o n  O R  W i t h d r a w a l  f r o m  A C C E S .  T h i s  s c r e e n
explains how to reinstate participation in or to withdraw from Easy ACCES.

( g )  R e s u m e  Q u a l i f i c a t i o n  R e c o r d .  T h e  s c r e e n  s h o w s  t h e  r e s u m e  e n t e r e d  i n  t h e
applicant’s resume file.

( h )  D A  4 3 3 8 ,  C i v i l i a n  C a r e e r  P r o g r a m  G e o g r a p h i c a l  A v a i l a b i l i t y  S t a t e m e n t .  T h i s
s c r e e n  s h o w s  t h e  a v a i l a b i l i t y  c h o i c e s  c u r r e n t l y  e n t e r e d  i n  t h e  a p p l i c a n t ’ s  g e o g r a p h i c a l
availability file.

( i )  R e p r o m o t i o n  E l i g i b l e .  T h i s  s c r e e n  s h o w s  i f  t h e  a p p l i c a n t  h a s  s u b m i t t e d  t h e
r e q u i r e d  p a p e r w o r k  f o r  r e p r o m o t i o n  e l i g i b i l i t y .  A p p l i c a n t s  c a n  g e t  m o r e  i n f o r m a t i o n  a b o u t
o b t a i n i n g  r e p r o m o t i o n  e l i g i b i l i t y  b y  v i e w i n g  t h i s  s e c t i o n  o r  b y  c o n s u l t i n g  t h e i r  s e r v i c i n g
civilian personnel operating center (CPOC)/CPAC.

( j )  P r i o r i t y  C o n s i d e r a t i o n  E l i g i b l e .  T h i s  s c r e e n  s h o w s  i f  t h e  a p p l i c a n t  i s  e l i g i b l e  f o r
p r i o r i t y  c o n s i d e r a t i o n  i n  A C C E S .  P r i o r i t y  w i l l  b e  g i v e n  i f  t h e  a p p l i c a n t  w a s  n o t  p r o p e r l y
considered in a previous competitive promotion action. For example, the applicant’s name
was not referred and should have been, or the selecting official did not receive accurate
i n f o r m a t i o n  f r o m  t h e  C R O  o n  t h e  a p p l i c a n t .  A p p l i c a n t s  c a n  g e t  m o r e  i n f o r m a t i o n  a b o u t
ACCES priority consideration eligibility by viewing this section or consulting with the CRO.

( k )  A c c o m p l i s h m e n t  R a t i n g  A v e r a g e  ( S e s s i o n  R e s u l t s ) .  T h i s  s c r e e n  s h o w s  t h e
overall average ratings given by the accomplishment raters. The cumulative average ratings
for all of the accomplishment statements provided are shown here.

(l) Selection Screen. This button returns to the screen that allows a different career
program to be chosen.

(m) Submit. This button moves the applicant to the part chosen.
(n) Incomplete. This status screen describes all of the problems with the applicant’s

c u r r e n t  A C C E S  r e g i s t r a t i o n .  I t  l i s t s  t h e  r e a s o n s  w h y  t h e  r e f e r r a l  r e g i s t r a t i o n  i s  i n c o m p l e t e
o r  i n a c t i v e  a n d  p r o v i d e s  c o u r s e s  o f  a c t i o n  t o  c o r r e c t  t h e  d e f i c i e n c i e s .  I n  a d d i t i o n ,  t h e  l i s t
w i l l  c h a n g e  a f t e r  e a c h  u p d a t e  w h e n  t h e  a p p l i c a n t  r e t u r n s  t o  v i e w  i t .  A p p l i c a n t s  w i l l  k n o w
immediately when they return to the screen if they have corrected the deficiencies within
t h e i r  r e c o r d s .  T h i s  i s  a l s o  t h e  b u t t o n  t o  u s e  i f  t h e  A C C E S  r e c o r d  i s  m a r k e d  “ E l i g i b l e  f o r
Referral: No.” It is the applicant’s responsibility to determine the steps involved in making
the referral registration complete. If the explanation is unclear, the applicant should contact
the CRO for clarification. The CRO must be contacted to remove any suspended records.

( o )  N o t i f y  S u p e r v i s o r  a n d / o r  R e v i e w e r  t o  R a t e .  T h i s  s e c t i o n  i s  u s e d  t o  r e q u e s t
k n o w l e d g e  o r  a b i l i t y  r a t i n g s  f r o m  t h e  s u p e r v i s o r  o r  r e v i e w e r .  A p p l i c a n t s  s h o u l d  p r e s s  t h i s
button when they are sure that they have completed their resume well enough to provide
to the supervisor and the reviewer. The supervisor and the reviewer can view the resume
while providing knowledge and ability ratings for the applicant. Pressing the button sends a
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n o t i f i c a t i o n  e m a i l  t o  t h e  s u p e r v i s o r  o r  r e v i e w e r .  I f  t h e  b u t t o n  i s  p r e s s e d  m o r e  t h a n  o n c e ,
multiple copies of the email are sent to the supervisor or reviewer.

A – 8 . S u p e r v i s o r  a n d  R e v i e w e r  R a t i n g s .  T h e  f o l l o w i n g  s e c t i o n  d e s c r i b e s  t h e  s c r e e n s
that supervisors and/or reviewers use to provide ratings for their employees.

a .  A p p l y  f o r  U s e r  I D .  S u p e r v i s o r s  o r  r e v i e w e r s  w h o  w i s h  t o  r a t e  a n  a p p l i c a n t  m u s t  g o
through this section to obtain a User ID and PIN so that they can access the Supervisor/
Reviewer section. If a supervisor or manager is currently registered in Easy ACCES, he or
s h e  a l r e a d y  h a s  a n  e s t a b l i s h e d  U s e r  I D  a n d  P I N .  T h e  s a m e  U s e r  I D  a n d  P I N  c a n  b e
used to rate their employees. Dual User IDs and PINs are not necessary. Only one User
I D  a n d  P I N  i s  s t o r e d  i n  E a s y  A C C E S .  T h e  C R O  s h o u l d  b e  c o n t a c t e d  i f  t h e r e  a r e
difficulties in obtaining a User ID or PIN or if the system identifies the User ID or PIN as
invalid. Non-Army civilian and military raters can get information about obtaining their User
ID and PIN in the FAQ section on the Easy ACCES website.

b. Supervisor/Reviewer Knowledge and Ability Ratings.
( 1 )  T h i s  s e c t i o n  i s  u s e d  b y  t h e  e m p l o y e e ’ s  s u p e r v i s o r  a n d / o r  r e v i e w e r .  I t  i s  a

combined, dual use area that is not obvious to the user. This means that it is important to
n o t i c e  t h a t  t h e  p e r s o n  l i s t e d  m a y  b e  l i s t e d  a s  b o t h  a  s u p e r v i s o r  a n d  a  r e v i e w e r  o n  t h i s
p a g e .  T h e  p r o g r a m  d e t e r m i n e s  t h e  r o l e  o f  t h e  u s e r  ( e i t h e r  s u p e r v i s o r  o r  r e v i e w e r )  w h e n
e n t e r i n g  t h i s  a r e a .  S u p e r v i s o r s  m u s t  r a t e  a l l  t h e  e m p l o y e e ’ s  k n o w l e d g e s  a n d  a b i l i t i e s  i n
P a r t  E .  H o w e v e r ,  t h e y  c a n n o t  d o  s o  u n l e s s  t h e  e m p l o y e e  h a s  i d e n t i f i e d  t h e  s u p e r v i s o r ’ s
email correctly in Part A, the employee statement, of the registration.

(2) When rating knowledges, the immediate supervisor must consider what work he or
s h e  h a s  o b s e r v e d  t h e  a p p l i c a n t  a c c o m p l i s h  a n d  t h e  a m o u n t  o f  s t u d y  o r  t r a i n i n g  t h e
applicant would require before being able to perform at the full performance level in a job
requiring that knowledge. If the supervisor has not observed sufficient performance to rate
a given knowledge, he or she will obtain information on past performance (training taken or
w o r k  o n  t h e  j o b )  f r o m  t h e  a p p l i c a n t ,  o t h e r  s u p e r v i s o r s ,  o r  o t h e r  a p p l i c a n t s .  S u p e r v i s o r s
m u s t  p r o v i d e  a  r a t i n g  f o r  e a c h  k n o w l e d g e .  A  “ C a n n o t  R a t e ”  m a y  n o t  b e  u s e d  f o r  a
k n o w l e d g e  r a t i n g .  S u p e r v i s o r s  m a y  u s e  s e c o n d - p e r s o n  i n f o r m a t i o n  t o  a s s i g n  r a t i n g s ,  b u t
m a y  n o t  a s k  o t h e r s  w h a t  r a t i n g s  t h e  a p p l i c a n t  s h o u l d  r e c e i v e .  T h e y  m a y  o n l y  a s k  a b o u t
t h e  a p p l i c a n t ’ s  e x p o s u r e  t o  k n o w l e d g e s  a n d  t h e  t y p e s  o f  t a s k s  c a r r i e d  o u t .  S u p e r v i s o r s
m u s t  e x e r c i s e  i n d e p e n d e n t  j u d g m e n t  c o n c e r n i n g  t h e  k n o w l e d g e  r a t i n g  l e v e l  t h e  a p p l i c a n t
should be assigned. Supervisors must not ask the applicant what ratings he or she thinks
s h o u l d  b e  g i v e n  o r  w h a t  r a t i n g s  t h e  a p p l i c a n t  a s s i g n e d  h i m s e l f  o r  h e r s e l f .  A  g o a l  o f
ACCES is to obtain independent information from several sources in order to attain a more
c o m p r e h e n s i v e  o v e r a l l  e v a l u a t i o n  o f  t h e  a p p l i c a n t .  D o  n o t  b a s e  r a t i n g s  s o l e l y  o n
information contained in the applicant’s resume.

( 3 )  T h e  s u p e r v i s o r  r e v i e w s  t h e  d e f i n i t i o n s  o f  t h e  f i v e - p o i n t  r a t i n g  s c a l e .  U s i n g  t h e
r a t i n g  s c a l e ,  t h e  s u p e r v i s o r  e n t e r s  t h e  r a t i n g  i n  t h e  “ S ”  c o l u m n  t h a t  b e s t  r e f l e c t s  t h e
applicant’s level of knowledge.

c. Supervisor/Reviewer Ability Ratings.
(1) Both the supervisor and reviewer use this section to provide ability ratings for the

a p p l i c a n t .  O n l y  p e r s o n a l l y  o b s e r v e d  a b i l i t i e s  s h o u l d  b e  r a t e d .  I f  a  s u p e r v i s o r  h a s  n o t
o b s e r v e d  a n  e m p l o y e e  d e m o n s t r a t e  a  p a r t i c u l a r  a b i l i t y ,  a  r a t i n g  o f  “ 0 ”  m u s t  b e  p r o v i d e d
which means cannot rate. The score for the applicant’s accomplishment for this ability will
be substituted during the referral process for all “0” (cannot rate) ratings.

(2) The immediate supervisor is not rating the applicant against an absolute standard,
but is comparing the applicant’s ability against that of other applicants (at the same grade
a n d  o c c u p a t i o n a l  f i e l d )  w h o m  t h e  s u p e r v i s o r  h a s  o b s e r v e d  d u r i n g  h i s  o r  h e r  c a r e e r .
S u p e r v i s o r s  s h o u l d  n o t  l i m i t  t h e i r  c o m p a r i s o n  t o  o n l y  t h o s e  a p p l i c a n t s  i n  t h e i r  c u r r e n t
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o r g a n i z a t i o n ;  r a t h e r ,  t h e y  s h o u l d  c o n s i d e r  o t h e r  a p p l i c a n t s  w i t h  w h o m  t h e y  h a v e  b e e n
a s s o c i a t e d .  T h e  s u p e r v i s o r  w i l l  u s e  t h e  a b i l i t y  r a t i n g  s c a l e  a n d  t h e  a p p r o p r i a t e  a b i l i t y
definitions before entering a rating in the “S” column in Part E for each ability.

( 3 )  R a t i n g s  o n  a b i l i t i e s  m u s t  b e  b a s e d  o n  p e r s o n a l l y  o b s e r v e d  p e r f o r m a n c e  t h a t
demonstrates the ability. The supervisor will select “0” if he or she has not seen the ability
d e m o n s t r a t e d  p e r s o n a l l y .  I n  t h i s  c a s e ,  a n  a p p l i c a n t ’ s  a c c o m p l i s h m e n t  r a t i n g  f o r  t h e  a b i l i t y
will be substituted for the supervisory “0” rating during the referral generation process. The
supervisor may not use second-person information for ability ratings.

d. Supervisor/Reviewer Login. This section is used to enter the User ID and PIN of the
supervisor or reviewer in order to provide ratings for employees they supervise.

e. Supervisor/Reviewer Employee Lists. The supervisor or reviewer chooses the applicant
t o  r a t e  f r o m  t h e  d r o p  d o w n  l i s t .  I f  t h e  a p p l i c a n t  i s  n o t  o n  t h e  d r o p  d o w n  l i s t ,  t h e n  t h e
a p p l i c a n t  m u s t  r e - e n t e r  t h e  s u p e r v i s o r ’ s  o r  r e v i e w e r ’ s  e m a i l  a d d r e s s  i n  P a r t  A ,  t h e
employee’s statement, of the DA Form 5470. The email address must be identical to the
addresses that the supervisor or reviewer used to apply for a User ID and a PIN number.
The email addresses are upper and lower case sensitive.

SECTION III. Career Program Unique Applicant Instructions

A–9. Civilian Human Resource Management(CP-10).
a .  T h e  F C R  w i l l  p a r t i c i p a t e  i n  t h e  s e l e c t i o n  p r o c e s s  o f  a l l  M A C O M  c i v i l i a n  p e r s o n n e l

directors (CPD), CPOC directors, and CP-10 vacancies at the GS-15 level. MACOM CPDs
w i l l  p a r t i c i p a t e  i n  t h e  s e l e c t i o n  p r o c e s s  o f  a l l  m a j o r  s u b o r d i n a t e  c o m m a n d  ( M S C )  C P D s
a n d  C P A C  c h i e f s / d i r e c t o r s  w i t h i n  t h e i r  c o m m a n d .  D u r i n g  t h e  r e c r u i t m e n t  p r o c e s s  o f  t h e
a f o r e m e n t i o n e d  p o s i t i o n s ,  t h e  s e l e c t i n g  o f f i c i a l s  w i l l  c o n t a c t  a n d  c o o r d i n a t e  w i t h  t h e  F C R ,
who will provide advice, guidance, and assistance in the definition of selection criteria and
recommendation of applicants for selection. The selecting official has the ultimate authority
and responsibility for the selection.

b. For lateral reassignments to GS-15 vacancies covered by the CP, the FCR will notify
all permanent GS-15s within CP-10. Interested and available applicants must comply with
application instructions provided in the FCR notification.

c .  A  s e l f  o r  m a n a g e m e n t  k n o w l e d g e  r a t i n g  w i t h i n  A C C E S  h i g h e r  t h a n  “ 3 ”  s h o u l d  b e
supported by journey-level experience in that knowledge. The resume should be consistent
with the ratings and reflect such experience.

A–10. Comptroller (CP-11).
a .  A p p l i c a n t s  i n  g r a d e  G S - 1 5  m u s t  h a v e  k n o w l e d g e s  a n d  a b i l i t i e s  r a t i n g  i n  C P - 1 1

ACCES. Written accomplishment statements on abilities must be submitted.
b .  C u r r e n t  r e g i s t r a n t s  i n  C P - 2 6  d o  n o t  n e e d  t o  r e w r i t e  P a r t  D ,  E m p l o y e e  S t a t e m e n t  o f

A c c o m p l i s h m e n t ,  o f  t h e  D A  F o r m  5 4 7 0 .  I n s t e a d ,  t h e y  m a y  r e q u e s t  t h a t  t h e i r  e x i s t i n g
accomplishment ratings from CP-26 be used by CP-11 by indicating that they are already
registered in ACCES for CP-26.

A – 1 1 . S a f e t y  a n d  O c c u p a t i o n a l  H e a l t h  M a n a g e m e n t  ( C P - 1 2 ) .  C e r t a i n  p o s i t i o n s  i n  C P -
12 have been designated as “Key Positions or Emergency Essential.” The job descriptions
o f  t h e s e  p o s i t i o n s  w i l l  b e  s o  a n n o t a t e d .  T h e s e  p o s i t i o n s  a r e  u s u a l l y  S a f e t y  D i r e c t o r s
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located at MACOMs, MSCs, installations, USACE Division or Laboratory, an Army corps or
d i v i s i o n  h e a d q u a r t e r s ,  m e d i c a l  c e n t e r ,  o r  m e d i c a l  a c t i v i t y .  A  k e y  o r  e m e r g e n c y  e s s e n t i a l
p o s i t i o n  i s  a l s o  a  s e n i o r  s a f e t y  ( G S - 1 4  o r  1 5 )  p o s i t i o n  a t  H Q D A  o r  a t  t h e  U . S .  A r m y
S a f e t y  C e n t e r .  I n  a d d i t i o n ,  M A C O M  s a f e t y  p o s i t i o n s  m a y  b e  d e s i g n a t e d  a s  k e y  o r
e m e r g e n c y  e s s e n t i a l  b y  t h e  M A C O M  C P M .  W h e n  f i l l i n g  a n  e m e r g e n c y  e s s e n t i a l  o r  k e y
p o s i t i o n ,  s p e c i a l  p r o c e d u r e s  w i l l  b e  u s e d  t o  h e l p  t h e  s e l e c t i n g  o f f i c i a l  c h o o s e  t h e  b e s t
p e r s o n  f o r  t h e  j o b  f r o m  a m o n g  t h e  a p p l i c a n t s  r e f e r r e d  b y  A C C E S .  A  s p e c i a l  S M E  p a n e l
( t h r e e  t o  f i v e  p e r s o n s ) ,  d e s i g n a t e d  b y  t h e  M A C O M  C P M ,  w i l l  c o n v e n e  a n d  m a k e
recommendations to the selecting official. When the position is a MACOM safety director or
a senior position at HQDA, the SME panel will be designated by the FCR.

A – 1 2 . S u p p l y  M a n a g e m e n t  ( C P - 1 3 ) ,  M a t e r i e l  M a i n t e n a n c e  M a n a g e m e n t  ( C P - 1 7 ) ,  a n d
Transportation Management (CP-24).

a .  S u b s t i t u t e  T a b l e  E - 5 ,  L o g i s t i c s  A b i l i t y  D e f i n i t i o n s ,  f o r  T a b l e  E - 4 ,  G e n e r i c  A b i l i t y
Definitions.

b. Substitute Table E-10, Logistics Accomplishment Statement Definitions for Table E-9,
Generic Accomplishment Statement Definitions.

c .  A p p l i c a n t s  c a n  r e g i s t e r  i n  a l l  t h r e e  c a r e e r  p r o g r a m s  ( C P - 1 3 ,  C P - 1 7 ,  a n d  C P - 2 4 ) .
However, accomplishment statements will be rated by the SME of the career program they
are in at the time of submission.

d. The FCRs of CP-13 and CP-17 will participate in the selection process for all GS-15
p o s i t i o n s  w i t h i n  t h e i r  r e s p e c t i v e  c a r e e r  p r o g r a m .  M A C O M  C P M s  w i l l  p a r t i c i p a t e  i n  t h e
selection process of all GS-15 positions within the command. As a minimum, participation
will include contacting the selecting official to provide advice, guidance, and assistance in
t h e  d e f i n i t i o n  o f  s e l e c t i o n  c r i t e r i a  a n d  r e c o m m e n d a t i o n  o f  a p p l i c a n t s  f o r  s e l e c t i o n .  T h e
selecting official has the ultimate authority and responsibility for the selection.

A–13. Contracting and Acquisition (CP-14). In CP-14, a self or management knowledge
rating higher than “3” should be supported by journey-level experience in that knowledge.
The resume should be consistent with the ratings and reflect such experience.

A–14. Public Affairs and Communications Media (PACM)(CP-22).
a .  S u b s t i t u t e  T a b l e  E - 6 ,  P A C M  A b i l i t y  D e f i n i t i o n s ,  f o r  T a b l e  E - 4 ,  G e n e r i c  A b i l i t y

Definitions.
b .  S u b s t i t u t e  T a b l e  E - 1 1 ,  P A C M  A c c o m p l i s h m e n t  S t a t e m e n t  D e f i n i t i o n s ,  f o r  T a b l e  E - 9 ,

Generic Accomplishment Statement Definitions.

A–15. Transportation Management (CP-24).
a .  A C C E S  a p p l i e s  t o  G S - 3 4 6  p o s i t i o n s  o n l y  ( S e e  A - 1 2  a b o v e ) .  T h e  U S  A r m y

T r a n s p o r t a t i o n  C e n t e r  d o e s  c e n t r a l i z e d  r e c r u i t m e n t  f o r  G S - 1 3 - 1 5  p o s i t i o n s  i n  s e r i e s  3 0 1 ,
2 1 0 1 ,  2 1 3 0 ,  2 1 5 0 ,  a n d  2 1 6 1 .  A p p l i c a t i o n s  s h o u l d  b e  s e n t  t o  O f f i c e  o f  t h e  C h i e f  o f
Transportation, ATTN: ATZF-OCT-CP, Building 705, Room 13, Fort Eustis, VA 23604-5407.

b .  I n  C P - 2 4 ,  a  s e l f  o r  m a n a g e m e n t  k n o w l e d g e  r a t i n g  h i g h e r  t h a n  “ 3 ”  s h o u l d  b e
supported by journey-level experience in that knowledge. The resume should be consistent
with the ratings and reflect such experience.

A–16. Manpower and Force Management (CP-26).
a .  C u r r e n t  r e g i s t r a n t s  i n  C P - 1 1  d o  n o t  n e e d  t o  r e w r i t e  P a r t  D ,  E m p l o y e e  S t a t e m e n t  o f

A c c o m p l i s h m e n t ,  o f  t h e  D A  F o r m  5 4 7 0 .  I n s t e a d ,  t h e y  m a y  r e q u e s t  t h a t  t h e i r  e x i s t i n g
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accomplishment ratings from CP-11 be used by CP-26 by indicating that they are already
registered in ACCES for CP-11.

b .  I n  C P - 2 6 ,  a  s e l f  o r  m a n a g e m e n t  k n o w l e d g e  r a t i n g  h i g h e r  t h a n  “ 3 ”  s h o u l d  b e
supported by journey-level experience in that knowledge. The resume should be consistent
with the ratings and reflect such experience.

A–17. Housing Management (CP-27). In CP-27, a self or management knowledge rating
h i g h e r  t h a n  “ 3 ”  s h o u l d  b e  s u p p o r t e d  b y  j o u r n e y - l e v e l  e x p e r i e n c e  i n  t h a t  k n o w l e d g e .  T h e
resume should be consistent with the ratings and reflect such experience.

A–18. Education Services (CP-31).
a .  A b i l i t y  2 ,  t o  a n a l y z e ,  i s  d e f i n e d  d i f f e r e n t l y  f o r  C P - 3 1 .  I t  i n c l u d e s  t h e  d e c i s i o n - m a k i n g

ability. This is defined as “the ability to make sound, well-informed, and objective decisions;
perceive the impact and implications of such decisions; commit to action, even in uncertain
situations, to accomplish organizational goals; and cause change.” This additional wording
for Ability 2 should be addressed in accomplishment narratives in Part D and management
ratings of abilities in Part E. Although not mandatory, current registrants are encouraged to
update Ability 2.

b .  I n  C P - 3 1 ,  a  s e l f  o r  m a n a g e m e n t  k n o w l e d g e  r a t i n g  h i g h e r  t h a n  “ 3 ”  s h o u l d  b e
supported by journey-level experience in that knowledge. The resume should be consistent
with the ratings and reflect such experience.

c .  S u b s t i t u t e  T a b l e  E - 7 ,  E d u c a t i o n  S e r v i c e s  A b i l i t y  D e f i n i t i o n s ,  f o r  T a b l e  E - 4 ,  G e n e r i c
Ability Definitions.

d .  S u b s t i t u t e  T a b l e  E - 1 2 ,  E d u c a t i o n  S e r v i c e s  A c c o m p l i s h m e n t  S t a t e m e n t  D e f i n i t i o n s  f o r
Table E-9, Generic Accomplishment Statement Definitions.

e .  A d d i t i o n a l  i n f o r m a t i o n  r e g a r d i n g  t h e  S M E  r e q u i r e m e n t  f o r  C P - 3 1  i s  a m e n d e d  a s
follows. The SME must be a person who meets the requirement set forth in paragraph A-
5g. If the SME requirement is not met:

(1) For Army applicants, the current supervisor will provide supervisory ratings, even if
n o t  a n  S M E ,  a n d  t h e  C P - 3 1  M A C O M  C P M  w i l l  s e r v e  a s  t h e  r e v i e w e r .  A p p l i c a n t s  m u s t
i d e n t i f y  a n d  i n c l u d e  t h e  r e v i e w e r ’ s  e m a i l  a d d r e s s  i n  E a s y  A C C E S .  T h e  a p p l i c a n t ’ s
supervisory ratings must be completed before the MACOM CPM will complete the review.

( 2 )  F o r  N o n - A r m y  f e d e r a l  c i v i l i a n  a p p l i c a n t s ,  t h e  c u r r e n t  s u p e r v i s o r  w i l l  p r o v i d e
s u p e r v i s o r y  r a t i n g s ,  e v e n  i f  n o t  a n  S M E ,  a n d  t h e  F C R  f o r  C P - 3 1  w i l l  s e r v e  a s  r e v i e w e r .
A p p l i c a n t s  r e q u i r i n g  F C R  r e v i e w  w i l l  c o n t a c t  t h e  C P - 3 1  F C R ,  L .  D i a n  S t o s k o p f  a t :
s t o s k o p d @ h o f f m a n . a r m y . m i l  t o  r e q u e s t  t h i s  r e v i e w .  T h i s  e m a i l  a d d r e s s  m u s t  b e  u s e d  a s
r e v i e w e r ’ s  e m a i l  i n  E a s y  A C C E S .  T h e  a p p l i c a n t ’ s  s u p e r v i s o r y  r a t i n g s  m u s t  b e  c o m p l e t e d
before the FCR will complete the review.

( 3 )  E x t e r n a l  a p p l i c a n t s .  R e i n s t a t e m e n t  e l i g i b l e  a n d  o t h e r  e x t e r n a l  ( o u t s i d e  f e d e r a l
g o v e r n m e n t )  a p p o i n t m e n t  e l i g i b l e  a p p l i c a n t s  e l i g i b l e  t o  r e g i s t e r  i n  C P - 3 1  w i l l  h a v e  r a t i n g s
provided by the FCR for both the supervisory and reviewer ratings. These applicants must
include the email address of the FCR in both the supervisory and reviewer email in Easy
ACCES.

(4) It is critical that the applicant’s resume reflects all pertinent experience in order to
o b t a i n  a n  o b j e c t i v e  a s s e s s m e n t  b y  t h e  R e v i e w e r .  A p p l i c a n t s  m a y  s u b m i t  s u p p l e m e n t a l
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documentation of knowledges and abilities by mail to US Total Army Personnel Command,
A T T N :  T A P C - P D E  ( L .  D i a n  S t o s k o p f ) ,  2 4 6 1  E i s e n h o w e r  A v e . ,  S u i t e  9 2 2 ,  A l e x a n d r i a ,  V A
22331-0476.

A–19. Training (CP-32).
a .  T h i s  c a r e e r  p r o g r a m  r e q u i r e s  r e f e r r a l  r e g i s t r a t i o n  u s i n g  b o t h  j o b  c a t e g o r i e s  a n d

specialties.
b. Either the supervisor or reviewer must be a subject matter expert in CP-32. If neither

the first nor second level supervisor is in CP-32, then the activity or MACOM CPM must
be the reviewer.

c. For non-Army federal civilian applicants, the current supervisor will provide supervisory
r a t i n g s ,  e v e n  i f  n o t  a n  S M E .  C o n t a c t  t h e  C R O  r e g a r d i n g  w h o  s h o u l d  s e r v e  a s  t h e
reviewer.

d .  T h e  C R O  f o r  C P - 3 2  i s  l o c a t e d  a t  H Q  T R A D O C ,  O D C S T ,  A T T N :  A T T G - Z C - T P ,  2
Darby Street, Fort Monroe, VA 23651-5000.

A–20. Information Technology Management (ITM) CP-34.
a. The list of ITM knowledges is subdivided into career areas. Applicants must rate all

k n o w l e d g e s  f o r  t h e  c a r e e r  a r e a  i n  w h i c h  t h e y  d e s i r e  r e f e r r a l  a n d  a l l  S u p e r v i s o r y / M u l t i p l e
Use knowledges considered as supplemental for the career area.

b. Substitute Table E-8, ITM Ability Definitions, for Table E-4, Generic Ability Definitions
(used for supervisor/reviewer ratings only).

A–21. Military Personnel Management (CP-50).
a .  T h e  G S - 2 0 5  M i l i t a r y  P e r s o n n e l  M a n a g e m e n t  p o s i t i o n s  c o v e r e d  u n d e r  C P - 5 0  a r e

g r a d e s  G S - 1 1  t h r o u g h  G S - 1 5 ,  i n c l u s i v e l y .  I f  c o v e r e d  p o s i t i o n s  a r e  t o  b e  f i l l e d  o n  a
permanent basis through competitive promotion/selection procedures, they must be filled by
r e f e r r a l  o f  a p p l i c a n t s  w h o  a r e  r e g i s t e r e d  i n  t h e  C P - 5 0  A C C E S  a p p l i c a n t  d a t a b a s e  u n l e s s
filled as an authorized exception to central career referral.

b .  O n  a  c a s e - b y - c a s e  b a s i s ,  c o v e r e d  p o s i t i o n s  m a y  b e  e n g i n e e r e d  d o w n w a r d  f o r
r e c r u i t m e n t  p u r p o s e s  a t  t h e  G S - 2 0 5  0 7 / 0 9 / 1 1  g r a d e  l e v e l s .  I n  s u c h  c a s e s ,  r e q u e s t s  f o r
exceptions will be submitted to the CMOB. The CMOB will coordinate with the FCR for a
decision on requests for exceptions. The FCR must agree to approve the request.

c. The FCR and his/her appointed representative will participate in the selection process
of CP-50 GS-15 positions. As a minimum, participation will include contacting the selecting
official to provide advice, guidance, and assistance in the definition of selection criteria and
recommendation of applicants for selection. The selecting official has the ultimate authority
and responsibility for the selection.

d. The CRO will provide a copy of each referral list to the CP-50 Program Management
Office (PMO).

e .  I n  C P - 5 0 ,  a  s e l f  o r  m a n a g e m e n t  k n o w l e d g e  r a t i n g  h i g h e r  t h a n  “ 3 ”  s h o u l d  b e
supported by journey-level experience in that knowledge. The resume should be consistent
with the ratings and reflect such experience.
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Appendix B
Army Civilian Career Evaluation System Request for Referral Guide

B–1. General requirements and procedures to request a referral list.
a. All requests for career referrals should be submitted using the automated Request for

Referral form, DA Form 5470-1.
b .  C e r t a i n  p o s i t i o n s  i n  c a r e e r  p r o g r a m s  h a v e  b e e n  d e s i g n a t e d  a s  “ K e y  P o s i t i o n s , ”

“ E m e r g e n c y  E s s e n t i a l , ”  o r  “ C r i t i c a l  A c q u i s i t i o n  P o s i t i o n s . ”  T h e s e  p o s i t i o n s  a r e  u s u a l l y
located at MACOMs, MSCs, or headquarters, or may have special training and education
r e q u i r e m e n t s  t h a t  r e q u i r e  s p e c i a l  h a n d l i n g  d u r i n g  r e f e r r a l  g e n e r a t i o n .  W h e n  f i l l i n g  s u c h
p o s i t i o n s ,  s p e c i a l  p r o c e d u r e s  m a y  a l s o  b e  r e q u i r e d  t o  h e l p  s e l e c t i n g  o f f i c i a l s  c h o o s e  t h e
best person for the job. (See Appendix A, Section III for special requirements.)

c .  T h e  s e l e c t i n g  o f f i c i a l  m a y  r e q u e s t  a  l i s t  o f  o n l y  “ p r o m o t a b l e ”  a p p l i c a n t s  o r  b o t h  a
“promotable” and one of two kinds of “lateral/change to lower grade” lists. Only one type of
lateral list may be requested, as indicated below.

( 1 )  C a r e e r  r e f e r r a l  l i s t s  f o r  p r o m o t i o n  a r e  l i m i t e d  t o  t h e  a p p l i c a n t s  w i t h  t h e  h i g h e s t
“ t o t a l  w e i g h t e d  s c o r e s ”  w h o  h a v e  i n d i c a t e d  a v a i l a b i l i t y  f o r  t h e  v a c a n c y  l o c a t i o n  a n d  h a v e
i n d i c a t e d  a  w i l l i n g n e s s  t o  t r a v e l ,  c o m m e n s u r a t e  w i t h  t h e  r e q u i r e m e n t s  o f  t h e  p o s i t i o n .  I n
the case of a tied score, all applicants with that score are referred. Numbers of applicants
r e f e r r e d  f o r  e a c h  c a r e e r  p r o g r a m ,  s e r i e s ,  a n d  g r a d e  a r e  l i s t e d  i n  T a b l e  E - 1 4 .  T h e s e
applicants are considered to be the “best qualified” applicants for the position.

(2) Ranked lateral referral lists are limited to a certain number of applicants with the
h i g h e s t  w e i g h t e d  s c o r e s ,  s e e  T a b l e  E - 1 4 .  A l l  c h a n g e  t o  l o w e r  g r a d e  a p p l i c a n t s  w i l l  b e
included when any type of lateral list is provided.

(3) Unranked lateral referral lists will include all lateral and all change to lower grade
applicants.

( 4 )  A l l  a p p l i c a n t s  e n t i t l e d  t o  p r i o r i t y  c o n s i d e r a t i o n  o r  s p e c i a l  c o n s i d e r a t i o n  f o r
repromotion will be referred separately and ahead of competitive referrals.

d .  T h e  s e l e c t i n g  o f f i c i a l ,  i n  c o o r d i n a t i o n  w i t h  t h e  c i v i l i a n  p e r s o n n e l  a d v i s o r ,  w i l l  i d e n t i f y
t h e  a p p r o p r i a t e  j o b  c a t e g o r y  a n d / o r  f u n c t i o n a l  a r e a ,  k n o w l e d g e s ,  a n d  a b i l i t i e s  r e q u i r e d ;
determine the importance of each knowledge and ability; and assign importance weights to
t h e m  u s i n g  t h e  a p p r o p r i a t e  t a b l e .  A n y  k n o w l e d g e  i d e n t i f i e d  i n  a d d i t i o n  t o  t h e  “ c o r e ”  m u s t
be supported by written justification, usually the job description. The weights assigned must
average “3”.

e .  T h e  m a t h e m a t i c a l  p r o c e d u r e  u s e d  t o  c o m p u t e  a n  a p p l i c a n t ’ s  r e f e r r a l  s c o r e  i s
described in Figure E-4.

f .  A p p l i c a n t s  a r e  n o t i f i e d  a t  t h e i r  h o m e  a d d r e s s  ( o r  m a i l i n g  a d d r e s s  i f  o v e r s e a s )  e a c h
t i m e  t h e y  a r e  r e f e r r e d .  T h e  d o c u m e n t s  n e c e s s a r y  t o  i n d i c a t e  i n t e r e s t  a n d  a v a i l a b i l i t y  a r e
i d e n t i f i e d  o n  t h e  n o t i f i c a t i o n  l e t t e r .  U s u a l l y ,  a p p l i c a n t s  m u s t  p r o v i d e  a  c o p y  o f  t h e i r  m o s t
recent resume to the CPOC/CPAC address identified in the notification letter for use by the
selecting official. When Easy ACCES is completely functional, applicant notification will be
email and the resumes of all applicants who expressed interest and availability will be sent
electronically to the selecting official.

g. Supervisors will normally release a selected employee within one month after official
n o t i f i c a t i o n  o f  t h e  s e l e c t i o n .  T h e  l o s i n g  a n d  g a i n i n g  C P A C s  m a y  n e g o t i a t e  a  l a t e r  d a t e  i f
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there is a permanent change of station involved. To ensure a smooth transition into a new
p o s i t i o n ,  t h e  a c t i v i t y  C P M  o r  t h e  g a i n i n g  s u p e r v i s o r  w i l l  a p p o i n t  a  s p o n s o r .  T h e  a c t i v i t y
CPM will meet formally with each newly placed employee within 30 days of reporting for
duty and again 30 days later to follow-up on the resolution of any problems and to discuss
progress in the new position.

h .  S e l e c t i o n s  f r o m  D A  c a r e e r  p r o g r a m  m a n d a t o r y  r e f e r r a l  l i s t s  a r e  g e n e r a l l y  c o n s i d e r e d
i n  t h e  b e s t  i n t e r e s t  o f  t h e  g o v e r n m e n t  a n d  P C S  c o s t s  a s s o c i a t e d  w i t h  c a r e e r  p r o g r a m
selections may be paid. However, the current policies in the Joint Travel Regulation (JTR)
apply. Therefore, PCS costs are authorized but management can determine, in regard to a
s p e c i f i c  v a c a n c y ,  w h e t h e r  i t  i s  i n  t h e  i n t e r e s t  o f  t h e  G o v e r n m e n t  t o  p a y  P C S  c o s t s .
Management has the discretion to decline to authorize PCS costs in accordance with the
JTR. If management intends not to pay PCS costs, this decision will be advertised in the
c e n t r a l  r e f e r r a l  n o t i c e .  T h i s  d e c i s i o n  w i l l  n o t  b e  i m p o s e d  a f t e r  r e f e r r a l  o r  s e l e c t i o n .  I f  t h e
central referral notice is silent, there is an assumption that PCS allowances will be paid.

B–2. Information to selecting officials.
a. Selecting officials receive a referral list in which applicants’ names are alphabetically

l i s t e d  a n d  g r o u p e d  b y  r e f e r r a l  c a t e g o r y  ( f o r  e x a m p l e ,  p r o m o t a b l e ,  l a t e r a l ,  a n d  c h a n g e  t o
lower grade).

b. A computer printout on each applicant referred is also provided. The printout contains
t h e  s e l f - k n o w l e d g e  r a t i n g s  a n d  m a n a g e m e n t  ( s u p e r v i s o r / r e v i e w e r )  k n o w l e d g e  a n d  a b i l i t y
ratings used to determine the referral score and the average for accomplishment ratings.

c. A copy of each applicant’s resume is provided to the selecting official by the CPOC/
CPAC handling the recruitment action. When Easy ACCES is fully functional, this may be
accomplished by downloading the referral list from the website.

B – 3 . A C C E S  R e q u e s t  f o r  R e f e r r a l ,  D A  F o r m  5 4 7 0 - 1 .  U s i n g  t h e  e l e c t r o n i c  f o r m a t
expedites the referral process. This section is a guide to the information presented on the
screens within Easy ACCES for requesting referral lists. Most of the data requested on the
individual screens are self-explanatory.

a .  M a n d a t o r y  i t e m s .  A l l  i t e m s  m a r k e d  w i t h  a  r e d  a s t e r i s k  “ * ”  a r e  m a n d a t o r y .  E a s y
ACCES will not accept the referral request until all mandatory items are completed.

b .  M u l t i p l e  v a c a n c i e s .  I f  t h e  r e q u e s t  i s  f o r  m o r e  t h a n  o n e  v a c a n c y ,  a  s e p a r a t e
PERSACTION number is required for each vacancy. Positions that are identical (same job
category, grade and location, and all knowledges and abilities are weighted the same) may
be handled as one request. One additional name will be added for each additional vacancy
to the referral list sizes specified in Table E-14, Referral List Sizes.

c .  D u t y  s t a t i o n .  I f  t h e  d u t y  s t a t i o n  o f  t h e  p o s i t i o n  v a c a n c y  d o e s  n o t  a p p e a r  o n  t h e
r e q u e s t  f o r m ,  e n t e r  t h e  n e a r e s t  l o c a t i o n .  T h e  l o c a t i o n  i d e n t i f i e d  w i l l  b e  t h e  l o c a t i o n
screened for the referral list. If a city within a state is selected, all of the registrants who
indicated the entire state are also included.

d .  I n c u m b e n t .  I n c l u d e  t h e  f u l l  n a m e  a n d  n e w  d u t y  s t a t i o n  o f  t h e  f o r m e r  i n c u m b e n t ,  o r
i n d i c a t e  “ n e w  p o s i t i o n ”  a s  a p p l i c a b l e .  T h e  i n c u m b e n t ’ s  n a m e  i s  a s s u m e d  t o  b e  t h e
e m p l o y e e  w h o  i s  v a c a t i n g  t h e  p o s i t i o n ,  a n d  w i l l  n o t  b e  i n c l u d e d  o n  t h e  r e f e r r a l  l i s t .  T o
prevent exclusion of an employee who may be temporarily promoted in the position, enter
“ e n c u m b e r e d  p o s i t i o n . ”  T h e n  e m p l o y e e  w i l l  b e  c o n s i d e r e d  i f  h i s / h e r  r e f e r r a l  r e g i s t r a t i o n  i s
complete and registration criteria matches requested referral criteria. There is no guarantee
t h a t  t h e  i n c u m b e n t  w i l l  b e  r e f e r r e d .  A p p l i c a n t s  m u s t  b e  a m o n g  t h e  “ b e s t  q u a l i f i e d ”
applicants to be referred for the position. Selecting officials are encouraged to contact the
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CRO to verify an incumbent’s referral registration status before referral lists are requested
if they directly supervise the incumbent.

e .  D e s c r i p t i o n  o f  p o s i t i o n .  E n t e r  a  d e s c r i p t i o n  o f  d u t i e s  a n d  o t h e r  i n f o r m a t i o n  t h a t  m a y
be helpful to applicants. This may include cost of living information, tour of duty, overtime
requirements, or other items of interest about the area or the position. Do not simply enter
the first few paragraphs of the position description.

f. Core knowledges and abilities. All “core” knowledges and abilities for the job category
s e l e c t e d  m u s t  b e  u s e d .  T h e y  a r e  i d e n t i f i e d  b y  a  “ C . ”  K n o w l e d g e s  i d e n t i f i e d  w i t h  a  P l u s
s i g n  “ + ”  a r e  c o n s i d e r e d  i m p o r t a n t  f o r  t h e  j o b  c a t e g o r y  c h o s e n .  A l l  o t h e r  k n o w l e d g e s  a n d
a b i l i t i e s  s e l e c t e d  a r e  c o n s i d e r e d  s u p p l e m e n t a l  a n d  m a y  b e  w e i g h t e d  i f  t h e  p o s i t i o n
description supports the requirement for the ability or knowledge.

g .  I m p o r t a n c e  w e i g h t .  E n t e r  a n  i m p o r t a n c e  w e i g h t  f o r  e a c h  s e l e c t e d  k n o w l e d g e  a n d
a b i l i t y .  T h e  i m p o r t a n c e  w e i g h t s  a s s i g n e d  i n d i c a t e  t h e  r e l a t i v e  i m p o r t a n c e  o f  e a c h  i n
d i s t i n g u i s h i n g  h i g h  q u a l i t y  p e r f o r m a n c e  f r o m  a v e r a g e  p e r f o r m a n c e  b y  a n  a p p l i c a n t .  T h e
weights assigned do not equate to an applicant’s rating. Use a weight of 5 for the most
i m p o r t a n t  a n d  a  w e i g h t  o f  1  f o r  t h e  l e a s t  i m p o r t a n t  t o  t h e  s u c c e s s f u l  c o m p l e t i o n  o f  t h e
d u t i e s  o f  t h e  p o s i t i o n .  O t h e r  k n o w l e d g e s  a n d  a b i l i t i e s  s e l e c t e d  w i l l  b e  w e i g h t e d  a t
appropriate levels after the “core” so that when completed, the total weights assigned will
average “3”.

h .  C h e c k  r e q u e s t  f o r  e r r o r s .  B y  c l i c k i n g  o n  t h i s  o p t i o n ,  t h e  s y s t e m  w i l l  c o n d u c t  a n
automated edit to ensure that all of the required fields are filled. After the edit is complete,
the system formats the information into a Referral Request format.

i. Submitting the request. The system does not save the input nor does it automatically
s u b m i t  t h e  r e f e r r a l  r e q u e s t  t o  t h e  a p p r o p r i a t e  C R O .  W h e n  E a s y  A C C E S  i s  c o m p l e t e l y
f u n c t i o n a l ,  t h e  r e q u e s t  f o r  r e f e r r a l  p r o c e s s  w i l l  b e  o n l i n e .  U n t i l  t h e n ,  t h e  r e f e r r a l  r e q u e s t
m u s t  b e  p r i n t e d  a n d  s e n t  t o  t h e  C R O  b y  F a x  o r  m a i l .  T h e  C R O  s e n d s  c o p i e s  o f  t h e
Notification Letter to each applicant referred for the vacancy.

j. Points of contact. Activities may request referral lists by mail or Fax to the appropriate
CRO identified in paragraph 11 and 12 of this memorandum.

B–4. Return of referral lists to the CRO
a. Annotating referral lists. Accumulating accurate referral and selection statistical data is

critical to the effectiveness of the ACCES system. To assist in this area, the CPOC/CPAC
m u s t  a n n o t a t e  t h e  r e f e r r a l  l i s t  w i t h  t h e  c o d e s  l i s t e d  o n  t h e  c o m p u t e r - g e n e r a t e d  l i s t .  T h e
effective date/entry on duty date and nature of the action for the selected applicant must
be noted.

b. Unused Referral lists. When a referral list is returned unused (without a selection) to
t h e  C R O ,  t h e  r e a s o n  f o r  n o n - u s e  m u s t  b e  f u r n i s h e d .  I f  t h e  r e c r u i t m e n t  a c t i o n  h a s  b e e n
canceled or the list expired before a selection could be made, specific information must be
provided regarding why the action was canceled or the selection was not be made before
t h e  e x p i r a t i o n  d a t e .  I f  s e l e c t i o n  f o r  t h e  p o s i t i o n  w a s  m a d e  f r o m  a n o t h e r  s o u r c e  ( f o r
e x a m p l e ,  a n  O P M  c e r t i f i c a t e  o f  e l i g i b l e s ,  a  t r a n s f e r ,  r e a s s i g n m e n t ,  r e i n s t a t e m e n t ,  o r
r e p r o m o t i o n ) ,  t h e  n a m e  o f  t h e  s e l e c t e d  a p p l i c a n t ,  h i s  o r  h e r  o r g a n i z a t i o n  o r  a c t i v i t y ,  t h e
effective date, and the source of selection must be provided.

c .  U s e  o f  P r i o r i t y  P l a c e m e n t  P r o g r a m  ( P P P )  a n d  t h e  r e q u i s i t i o n  r e f e r r a l  l i s t  e x p i r a t i o n
d a t e .  T h e  C P O C / C P A C  r e q u e s t i n g  t h e  r e f e r r a l  l i s t  m u s t  c l e a r  P P P  w h e n  r e q u e s t i n g  a n
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A C C E S  r e f e r r a l  l i s t .  T h e  C P O C / C P A C  r e q u e s t i n g  t h e  r e f e r r a l  l i s t  w i l l  s e t  t h e  l i f e  o f  a
c a r e e r  r e f e r r a l  l i s t  b a s e d  o n  m u t u a l  a g r e e m e n t  b e t w e e n  t h e  s e l e c t i n g  o f f i c i a l  a n d  t h e
C P A C / C P O C .  T h e  d u r a t i o n  w i l l  b e g i n  w i t h  t h e  d a t e  t h a t  P P P  i s  c l e a r e d .  T h e  i n i t i a l
e x p i r a t i o n  d a t e  o f  t h e  c a r e e r  r e f e r r a l  l i s t  c a n  b e  e x t e n d e d  w h e n  n e e d e d  t o  e f f e c t i v e l y
complete the selection process. Expiration dates cannot be extended retroactively; once a
l i s t  e x p i r e s ,  n o  s e l e c t i o n  c a n  b e  m a d e  f r o m  i t  a n d  a  n e w  r e f e r r a l  r e q u e s t  m u s t  b e
submitted.

d. Returning referral lists. The CPOC/CPAC will return only signed and annotated referral
lists. The established expiration date must be shown on the returned lists. All other related
backup materials will be managed locally and not forwarded to the CRO.
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Appendix C
Instructions for Completion of Resume

C–1. General. Resumes must be submitted in the prescribed format to be considered for
p o s i t i o n s  i n  A C C E S .  T h e  D A  F o r m  2 3 0 2 - R ,  C i v i l i a n  Q u a l i f i c a t i o n  R e c o r d ,  i s  o b s o l e t e
effective the date of this letter. Applicants must include a resume for referral consideration.

C – 2 . R e s u m e s  m a y  b e  c r e a t e d  o n l i n e  a t  h t t p : / / c p o l . a r m y . m i l  u s i n g  A r m y ’ s  R e s u m e
Builder. Currently, the resume must be created and sent to the applicant’s email address.
The resume within the email can be saved as a document from which the information can
be “cut and paste” into an Easy ACCES record. When Easy ACCES is fully implemented,
applicants will be able to forward their Army Resume Builder resume automatically as their
Easy ACCES resume.

C–3. Applicants using other resume formats must include a brief paragraph summarizing
t h e i r  e x p e r i e n c e s ,  e d u c a t i o n ,  a n d  o t h e r  q u a l i f i c a t i o n s  f o r  e a c h  r e l e v a n t  p o s i t i o n  i n  t h e i r
r e s u m e .  A p p l i c a n t s  s h o u l d  b e g i n  w i t h  t h e i r  m o s t  r e c e n t  e x p e r i e n c e  a n d  w o r k  b a c k w a r d s .
D a t e s  m u s t  b e  s h o w n  f o r  e a c h  e x p e r i e n c e  p a r a g r a p h .  I f  a p p l i c a b l e ,  c i v i l i a n  o r  m i l i t a r y
g r a d e / r a n k  a n d  s a l a r y  s h o u l d  b e  i n c l u d e d .  T h e  r e s u m e  m a y  b e  n o  l a r g e r  t h a n  1 7 , 0 0 0
characters in length and must include the following items.

a .  F u l l  n a m e ,  S S N ,  h o m e  a d d r e s s ,  e m a i l  a d d r e s s ,  a n d  h o m e  a n d  w o r k  t e l e p h o n e
numbers.

b .  E d u c a t i o n  a n d  t r a i n i n g .  I n c l u d e  t h e  s c h o o l  n a m e ,  c i t y  a n d  s t a t e  o f  s c h o o l ,  t y p e  o f
degree or certificate (if any), subject of degree, month and year of degree, credit/semester
hours, and type of certificate or diploma achieved.

c .  F o r  a l l  e m p l o y m e n t ,  i n c l u d i n g  v o l u n t e e r  e x p e r i e n c e ,  l i s t  t h e  o r g a n i z a t i o n  o r  c o m p a n y
a n d  i t s  m a i l i n g  a d d r e s s ,  t h e  j o b  t i t l e ,  t h e  b e g i n n i n g  a n d  e n d  d a t e s  ( m o n t h  a n d  y e a r )  o f
employment, the number of hours per week worked if other than full time (for example, 20
h o u r s / w e e k ) ,  t h e  j o b  s e r i e s  a n d  g r a d e  ( i f  a  f e d e r a l  e m p l o y e e ) ,  a n d  s p e c i f i c  d u t i e s  a n d
responsibilities. Do not assume that a job title is self-explanatory.

d .  A n y  l i c e n s e s  o r  c e r t i f i c a t e s  t h a t  a r e  r e l e v a n t  t o  t h e  j o b ,  s u c h  a s  a  d r i v e r ’ s  l i c e n s e ,
professional engineer’s certification, etc., as well as the state or other authority that issued
the license or certificate.

e. Any skills, including language skills, and how the skill was acquired. For example, the
ability to speak Spanish may be based on sixteen semester hours of college courses.
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Appendix D
Instructions for Referral Registration of Non-Army or Non-Federal Status
Applicants

D – 1 . I n t r o d u c t i o n .  T h i s  a p p e n d i x  p r o v i d e s  i n f o r m a t i o n  o n  r e g i s t e r i n g  i n  A C C E S  f o r
federal civilian applicants employed outside of Army and for applicants with personal status
( f o r  e x a m p l e ,  p r i o r  c i v i l i a n  e m p l o y e e s ,  w h o  a r e  e l i g i b l e  f o r  r e i n s t a t e m e n t  w i t h  t h e  f e d e r a l
g o v e r n m e n t ) .  A p p l i c a n t s  e l i g i b l e  f o r  a n  a p p o i n t m e n t  u s i n g  t h e  V E O A ,  F a m i l y  M e m b e r
P r e f e r e n c e ,  N o n - A p p r o p r i a t e d  F u n d  ( N A F )  t o  A p p r o p r i a t e d  F u n d  ( A F )  C o n v e r s i o n ,  o r
Veterans Readjustment Act are also included if they meet OPM qualifications for the series
and grade of the position.

D–2. Requirements and procedures. A qualifications determination must be made by the
CRO before the applicant completes the ACCES referral registration documents. In order to
m a k e  t h e  q u a l i f i c a t i o n s  d e t e r m i n a t i o n ,  a p p l i c a n t s  m u s t  s u b m i t  a l l  r e q u i r e d  d o c u m e n t s  t h a t
r e l a t e  t o  t h e  t y p e  o f  a p p l i c a t i o n  b e i n g  s u b m i t t e d  t o  t h e  a p p r o p r i a t e  C R O  l i s t e d  i n
paragraphs 11 and 12 of this memorandum.

a. Resume. All applicants must submit a resume, see Appendix C. Do not attach copies
of awards, letters, or other documents not specifically requested.

b .  C a r e e r  P r o g r a m  a n d  G r a d e  I d e n t i f i c a t i o n .  A  c o v e r  d o c u m e n t  m u s t  b e  s u b m i t t e d  t h a t
indicates the career program and grade level qualification determination desired based on
Table E-15.

c .  E l i g i b i l i t y  D o c u m e n t a t i o n .  I n  a d d i t i o n  t o  q u a l i f i c a t i o n  r e q u i r e m e n t s ,  o t h e r  d o c u m e n t s
t h a t  p r o v i d e  p r o o f  o f  p e r s o n a l  s t a t u s  m u s t  b e  s u b m i t t e d .  T h e  a p p l i c a n t  m u s t  p r o v i d e  t h e
r e q u i r e d  d o c u m e n t a t i o n  a c c o r d i n g  t o  f e d e r a l  g u i d e l i n e s  p r o v i d e d  b y  t h e  O P M .
Documentation required is listed below by eligibility type.

(1) Current non-Army, federal civilian employees must meet requirements described in
A R  6 9 0 - 9 5 0  t o  b e  e l i g i b l e  t o  r e g i s t e r  i n  A C C E S  a n d  m u s t  v e r i f y  t h e i r  e m p l o y m e n t  b y
submitting an SF 50-B. The form must show that the applicant has competitive status (for
e x a m p l e ,  c u r r e n t l y  w o r k i n g  f o r  t h e  F e d e r a l  G o v e r n m e n t  o n  a  c a r e e r  o r  c a r e e r - c o n d i t i o n a l
a p p o i n t m e n t ) .  P r e v i o u s l y  h e l d  c a r e e r  o r  c a r e e r - c o n d i t i o n a l  a p p o i n t m e n t s  m u s t  h a v e  b e e n
within the past 3 years.

(2) Reinstatement eligible applicants must include the SF 50-B showing reinstatement
eligibility.

( 3 )  F a m i l y  m e m b e r  e l i g i b l e  a p p l i c a n t s  m u s t  p r o v i d e  a l l  d o c u m e n t a t i o n  r e q u i r e d  t o
substantiate the family member eligibility in accordance with OPM guidance.

( 4 )  N A F  c o n v e r s i o n  t o  A F  f u n d  e l i g i b l e  a p p l i c a n t s  m u s t  p r o v i d e  p r o o f  o f  e l i g i b i l i t y  f o r
c o n v e r s i o n  b y  s u b m i t t i n g  d o c u m e n t a t i o n  t h a t  s h o w s  a t  l e a s t  o n e  y e a r  o f  c o n t i n u o u s  N A F
employment.

(5) VEOA eligible applicants must provide proof of veteran’s status (DD Form 214 or
other documentation).

D – 3 . A n  a p p l i c a n t  s h o u l d  c o m p l e t e  t h e  A C C E S  r e f e r r a l  r e g i s t r a t i o n  f o r m s  o n l y  a f t e r  t h e
C R O  h a s  m a d e  a  q u a l i f i c a t i o n s  d e t e r m i n a t i o n  t h a t  t h e  a p p l i c a n t  i s  e l i g i b l e  t o  r e g i s t e r  i n
A C C E S .  I f  t h e  a p p l i c a n t  i s  d e t e r m i n e d  t o  b e  i n e l i g i b l e ,  h e  o r  s h e  m a y  r e q u e s t
reconsideration by resubmitting a resume, additional qualifications documentation, or other
i n f o r m a t i o n  t h a t  s u b s t a n t i a t e s  t h e  r e q u e s t e d  q u a l i f i c a t i o n s .  I f  q u a l i f i e d  f o r  A C C E S
r e g i s t r a t i o n ,  t h e  C R O  w i l l  p r o v i d e  t h e  a p p l i c a n t  w i t h  s p e c i f i c  i n f o r m a t i o n  a b o u t  c o m p l e t i n g
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t h e  A C C E S  r e g i s t r a t i o n  f o r  s p e c i f i c  c a r e e r  p r o g r a m s .  L i s t e d  b e l o w  a r e  s o m e  o f  t h e
differences in registration instructions from Appendix A.

a. DA Form 5470. Complete all items except for the items mentioned below.
(1) Part A, Employee’s Statement. The CRO completes the Agency Code.
( 2 )  P a r t  E ,  S u p e r v i s o r / R e v i e w e r  K n o w l e d g e  a n d  A b i l i t y  R a t i n g s .  T h e  i m m e d i a t e

s u p e r v i s o r  c o m p l e t e s  t h e  “ S ”  c o l u m n .  I n  A C C E S ,  t h e  r e v i e w e r  r a t i n g s  a r e  p r o v i d e d  b y
Army SMEs or, in some instances, the supervisory ratings are duplicated as the reviewer
ratings. In some career programs, the reviewer is appointed by the Army FCR to evaluate
non-Army applications for that career program. The CRO will identify the ratings necessary
t o  c o m p l e t e  t h e  a p p l i c a t i o n .  I n  a d d i t i o n ,  s e e  A p p e n d i x  A ,  S e c t i o n  I I I  f o r  C a r e e r  P r o g r a m
Unique Instructions.

(3) Part F, Request for Change. Applicants use this section to make changes to their
ACCES registrations.

(4) Applicants who are currently self-employed or unemployed (verified by the resume)
may substitute the self-knowledge ratings in Part C for the management knowledge ratings
in Part E. The accomplishment ratings from Part D may also be used for the management
a b i l i t y  r a t i n g s  i n  P a r t  E .  A p p l i c a n t s  m u s t  c o n t a c t  t h e  C R O  t o  a c c o m p l i s h  t h i s  t y p e  o f
referral registration.

( 5 )  R a c e  a n d  N a t i o n a l  O r i g i n  I d e n t i f i c a t i o n ,  S F - 1 8 1 .  P r o v i d i n g  t h i s  i n f o r m a t i o n  i s
v o l u n t a r y  a n d  i s  u s e d  t o  m o n i t o r  e q u a l  e m p l o y m e n t  o p p o r t u n i t y  p r o g r a m s .  T h e  f o r m  i s
available at the OPM website, http://www.opm.gov/forms/index.htm.
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Appendix E
Tables and Figures

E–1. Introduction. This section contains tables and figures that identify the various career
p r o g r a m  a b i l i t y  d e f i n i t i o n s ,  t h e  k n o w l e d g e  a n d  a b i l i t y  r a t i n g  s c a l e s ,  t h e  A C C E S  r e g i s t r a n t
score computation process, and the mandatory referral levels.

E–2. The tables and figures are as follows:

Table E-1: Knowledge Rating Scale
Table E-2: Ability Rating Scale
Table E-3: Importance Weights
Table E-4: Generic Ability Definitions
Table E-5: Logistics (CPs 13, 17, and 24) Ability Definitions
Table E-6: Public Affairs and Communications Media (CP-22) Ability Definitions
Table E-7: Education Services (CP-31) Ability Definitions
Table E-8: Information Technology Management (CP-34) Ability Definitions
T a b l e  E - 9 :  G e n e r i c  A c c o m p l i s h m e n t  S t a t e m e n t  D e f i n i t i o n s  C P - 1 0 ,  1 1 ,  1 2 ,  1 4 ,  2 6 ,  2 7 ,  2 8 ,
32, 34, and 50
Table E-10: Logistics (CP-13, 17, and 24) Accomplishment Statement Definitions
Table E-11: Public Affairs and Communications Media (CP-22) Accomplishment Statement
Definitions
Table E-12: Education Services (CP-31) Accomplishment Statement Definitions
Table E-13: Core and Supplemental Knowledges and Abilities
Table E-14: Referral List Sizes
Table E-15: Career Program Occupational Series and Mandatory Referral Levels in ACCES
Figure E-1: Conversion of Generic Abilities
Figure E-2: Sample Generic Knowledge with Rating Scale Applied
Figure E-3: Sample Accomplishment
Figure E-4: Referral Score Computation
Figure E-5: Conversion of Public Affairs and Communications Media (CP-22) Abilities
Figure E-6: Conversion of Logistics (CP-13, 17, and 24) Abilities
Figure E-7: Conversion of Information Technology Management (CP-34) Abilities
Figure E-8: Conversion of Education Services (CP-31) Abilities
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TABLE E-1. Knowledge Rating Scale
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TABLE E-2. Ability Rating Scale
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TABLE E-3. Importance Weights
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TABLE E-4. Generic Ability Definitions
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TABLE E-5. Logistics (CPs 13, 17, and 24) Ability Definitions
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TABLE E-6. Public Affairs and Communications Media (CP-22) Ability Definitions
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TABLE E-7. Education Services (CP-31) Ability Definitions
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TABLE E-8. Information Technology Management (CP-34) Ability Definitions
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TABLE E-8. Information Technology Management (CP-34) Ability Definitions—
Continued
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TABLE E-9. Generic Accomplishment Statement Definitions CP-10, 11, 12, 14,  26,
27, 28, 32, 34, 50
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TABLE E-10. Logistics (CPs-13, 17, and 24) Accomplishment Statement
Definitions
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TABLE E-11. Public Affairs and Communications Media (CP-22) Accomplishment
Statement Definitions
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TABLE E-12. Education Services (CP-31) Accomplishment Statement Definitions

DAMO-SSW
SUBJECT: Army Civilian Career Evaluation System (ACCES) Consolidated Career
Program Referral Registration

37



TABLE E-13. Core and Supplemental Knowledge and Abilities
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-13. Core and Supplemental Knowledge and Abilities—Continued
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TABLE E-14. Referral Lists Sizes
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TABLE E-14. Referral Lists Sizes—Continued
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TABLE E-15. Career Program Occupational Series Mandatory Referral Levels in
ACCES
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Figure E-1. Conversion of Generic Abilities
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Figure E-2. Sample Generic Knowledge with Rating Scale Applied
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Figure E-3. Sample Accomplishment
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Figure E-4. Referral Score Computation
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Figure E-5. Conversion of Public Affairs and Communications Media Career Program
(CP-22) Career Program Abilities
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Figure E-6. Coversion of Logistics (CP-13, 17, and 24) Abilities
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Figure E-7. Conversion of Information Technology Management (CP-34) Abilities
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Figure E-8. Conversion of Education (CP-31)
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Distribution:

HQDA (SASA)
HQDA (DACS-ZA)
HQDA (SAUS)
HQDA (DACS-B)
HQDA (SACW)
HQDA (SAFM)
HQDA (SAILE)
HQDA (SAMR)
HQDA (SARD)
HQDA (SAGC)
HQDA (SAAA)
HQDA (DACS-D)
HQDA (SAIS-ZA)
HQDA (SAIG-ZA)
HQDA (SAAG-ZA)
HQDA (SALL)
HQDA (SAPA)
HQDA (SADBU)
HQDA (SASA-RF)
HQDA (DAMI-ZA)
HQDA (DALO-ZA)
HQDA (DAMO-ZA)
HQDA (DAPE-ZA)
HQDA (DAEN-ZA)
HQDA (DASG-ZA)
HQDA (NGB-ZA)
HQDA (DAAR-ZA)
HQDA (DAJA-ZA)
HQDA (DACH-ZA)

COMMANDING GENERAL
U.S. ARMY, EUROPE AND SEVENTH ARMY COMMANDERS
EIGHTH U.S. ARMY
U.S. ARMY FORCES COMMAND
U.S. ARMY MATERIEL COMMAND
U.S. ARMY TRAINING AND DOCTRINE COMMAND
U.S. ARMY CORPS OF ENGINEERS
U.S. ARMY SPECIAL OPERATIONS COMMAND
U.S. ARMY PACIFIC

74



MILITARY TRAFFIC MANAGEMENT COMMAND
U.S. ARMY CRIMINAL INVESTIGATION COMMAND
U.S. ARMY MEDICAL COMMAND
U.S. ARMY INTELLIGENCE AND SECURITY COMMAND
U.S. ARMY MILITARY DISTRICT OF WASHINGTON
U.S. ARMY SOUTH
SUPERINTENDENT, U.S. MILITARY ACADEMY

CF: COMMANDERS IN CHIEF
U.S. ATLANTIC COMMAND
U.S. CENTRAL COMMAND
U.S. EUROPEAN COMMAND
U.S. PACIFIC COMMAND
U.S. SOUTHERN COMMAND
U.S. SPACE COMMAND
U.S. SPECIAL OPERATIONS COMMAND
U.S. TRANSPORTATION COMMAND

COMMANDERS
U.S. TOTAL ARMY PERSONNEL COMMAND
U.S. ARMY JAPAN
U.S. ARMY CENTRAL COMMAND
U.S. ARMY STRATEGIC DEFENSE COMMAND
U.S. ARMY INFORMATION SOFTWARE SUPPORT COMMAND
U.S. ARMY RECRUITING COMMAND
U.S. ARMY ARMAMENT, MUNITIONS, AND CHEMICAL COMMAND
U.S. ARMY COMMUNICATIONS-ELECTRONICS COMMAND
U.S. ARMY TANK AUTOMOTIVE COMMAND
U.S. ARMY LOGISTICS EVALUATION AGENCY
U.S. ARMY LOGISTICS MANAGEMENT COLLEGE

DIRECTOR, SYSTEMS INTEGRATION MANAGEMENT ACTIVITY
DIRECTOR, DEFENSE LOGISTICS AGENCY

PEOs:
AIR DEFENSE
ARMAMENTS
AVIATION
COMBAT SUPPORT SYSTEMS
COMMAND AND CONTROL SYSTEMS
COMMUNICATIONS SYSTEMS
FIRE SUPPORT
HEAVY FORCE MODERNIZATION
INTELLIGENCE
STRATEGIC INFORMATION SYSTEMS
LIBRARIAN, U.S. ARMY WAR COLLEGE
U.S. ARMY FORCE MANAGEMENT SUPPORT AGENCY
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